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Historical Development 
 

1.1 The Employment Service came 

into existence in India under the stress of 

post-war demobilization.  Towards the end 

of the Second World War, the need for a 

machinery which could handle orderly re-

absorption of civil life, of a large number of 

service personnel and war workers who 

were about to be released as keenly felt.  

Having regard to the complexity of the 

problem and in order to ensure uniformity in 

policies and effective co-ordination of 

efforts it was considered necessary that the 

proposed machinery be directed and 

controlled by the Central Government.  In 

accordance with a scheme that was agreed 

upon by the Central and State Governments, 

the Directorate General of Resettlement and 

Employment (D.G.R.&E) was set up in July 

1945 and Employment Exchanges were 

gradually opened in several parts of the 

country. 

 

1.2 Till the end of 1946, Employment 

Service facilities were restricted to 

demobilized service personnel and 

discharged war workers.  In 1947, 

consequent upon the partition of the country, 

the Employment Exchanges were called 

upon to deal with the resettlement of a large 

number of persons who were displaced as a 

result of partition.  In response to popular 

demands, the scope of the service was 

gradually extended and by early 1948, 

Employment Exchanges were thrown open 

to all categories of applicants. 

 

1.3 This transition of the Employment 

Service from a resettlement agency to an all 

India placement organisation resulted in an 

enormous increase of work, which called for 

long-term measures.  It was felt that the  

 

 

 

 

organisation which was hurriedly set-up 

to tackle the immediate problem of  

resettlement of released war service 

personnel, required to be restructured if 

it was to function as an effective 

machinery which could facilitate and 

further the employment process.  The 

Training and Employment Services 

Organisation Committee (popularly 

known as Shiva Rao Committee) was 

appointed in 1952 (under the 

chairmanship of Shri B. Shiva Rao), to 

review the set-up and functions of the 

Employment Service and to make 

recommendations for its reorganization.  

The Committee submitted their report in 

1954 which was mainly responsible for 

the present structure of the organisation 

and diversification of its functions in the 

field of Occupational Research, 

Vocational Guidance and Employment 

Market Information.  Based on the 

recommendations of the committee, the 

day-to-day administration of the 

organisation was handed over to the 

State Governments with effect from 1
st
 

November 1956. 

 

1.4  The Government of India had also 

appointed in March, 1978, a Committee 

on National Employment Service under 

the Chairmanship of Shri P.C. Mathew 

(popularly known as Mathew 

Committee) to examine the various 

aspects of the working of Employment 

Exchanges, and to suggest suitable 

measures to make it more responsive to 

changing circumstances and needs.  This 

Committee submitted its report in 

November, 1978 and made a number of 

recommendations for improvement of 

the Employment Service.  Some of the 

recommendations made by this 

CHAPTER-I 
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committee were accepted by the 

Government for implementation. 

 

1.5 The Employment Service is now 

the joint concern of the Central and State 

Governments. The respective 

responsibilities of the Government of India 

and the State Government are as under:- 

 

( i )      The Government of India Shall:- 

          

(a) establish in collaboration with State 

Governments national policies, 

standards and procedure to be 

followed by this Employment 

Service in the States; 

 

(b) co-ordinate the work of the 

Employment Service in the States; 

 

(c) plan and formulate programmes for 

expansion and development  of the 

Employment service in consultation 

with State Governments and 

examine local programmes and 

procedure, through appropriate 

officers with a view to ensure that 

agreed policies are being 

implemented, standards maintained 

and programmes followed; 

 

(d) conduct, whenever necessary , 

training programmes for 

Employment Officers and develop 

staff training materials for use by 

the Employment Service in the 

States; 

 

(e) provide a central machinery for 

adjustment surplus and shortages of 

workers in different states; 

 

(f) collect and disseminate information 

concerning employment and 

unemployment and prescribe 

uniform reporting procedure; 

 

(g) plan, develop and carry out a 

continuous programme of 

employer and worker relations 

directed to employers and 

workers' organisation at the 

national level and to employers 

who maintain establishments in 

several states;  

 

(h) arrange for co-ordination and 

consultation with the Ministries 

of the Government of India 

whose activities affect the 

employment situation in the 

country; 

 

(i) carry out at the national level, a 

public relations and information 

programme and develop 

informational material and 

provide Employment Service in 

the States with technical 

assistance in the operation of 

public relations and information 

programmes; and  

 

(j) carry out a continuous 

programme of evaluation of 

policies, procedure and working 

practices of Employment 

Exchanges in the States with a 

view to assess and advise the 

State Government on the 

progressive development of the 

service and to ensure that 

national policies, standards, and 

procedure are effectively 

implemented.  

 

(ii)  The responsibilities of the State 

Government are to:- 

 

(a) exercise full control over the 

Employment Exchanges in 

the States, including the 
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power of appointment, 

control,  promotion and 

punishment of all their staff 

as well as the staff of State 

Directorates; 

 

(b) carry out inspection of 

Employment Exchanges to 

assess the effectiveness of their 

work and take appropriate 

action to bring about necessary 

improvements; 

 

(c) organise and carry out training 

programmes for non-gazetted 

staff in accordance with 

national policies; 

 

(d) organise vacancy and  labour 

clearing in Employment 

Exchanges at the State level and 

co-ordinate with the central 

machinery; 

 

(e) collect, compile, analyze and 

interpret statistical and 

employment market data in the 

prescribed manner and furnish 

such data and information to the 

Government of India as may be 

required; 

 

(f) provide and disseminate 

information to public and 

private bodies in the State 

interested in such information; 

 

(g) plan, develop and carry out at 

State and local levels a 

programme  of employer and 

worker relations in accordance 

with national policies; 

(h) arrange for co-ordination 

and consultation with 

departments of the State 

Government whose 

activities effect the 

employment situation in the 

State; 

 

(i) set up, in accordance with 

national policies, 

Committees on Employment 

at State and local levels; 

 

(j) refer to the Government of 

India for consideration 

recommendations of 

Committees on Employment 

involving major changes in 

policy or procedure;' 

 

(k) carry out at State and local 

levels, a public relations and 

information programme in 

accordance with national 

policies; and 

 

(l) provide full facilities to the 

authorised officers of the 

Government of India to 

evaluate the work of 

Employment Exchanges. 

 

1.6 The Employment Exchanges 

(Compulsory Notification of Vacancies) 

Act, 1959 was enacted in 1959 and 

brought into force with effect from 1
st
 

May, 1960 {See Volume III, Appendix 

1(1)}.  Under the provision of the Act, 

all establishments in the public sector 

and all establishments in the private 

sector normally employing 25 or more 

workers are required to notify certain 

categories of vacancies and also render 

quarterly and biennial returns in the 

prescribed forms ER-I and ER-II to the 

appropriate Employment Exchanges as 

notified by the State Government. Its 

main features are: 
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(a) EE(CNV) Act 1959   is a Central 

Act pertaining  to  notification of 

vacancies and submission of 

Employment 

Returns/Employment 

Information   by Employers to 

Employment Exchanges.  

 

(b) Enactment, amendments, 

modifications, etc of the  Act & 

Rules are done by the Central 

Government though  its  

implementation/enforcement  mainly 

rest with the respective State 

Government/UT Administration. 

 

(c) This Act is the main base for 

Employment Market Information 

(EMI) programme. 
 

(d) Based on the recommendations of 

the Second National Commission on 

Labour, the Ministry of Labour & 

Employment, Government of India 

had taken steps to simplify, 

amalgamate and rationalize the 

relevant provisions of the existing 

various Central Labour Laws into 4 

Labour Codes. These Codes are, the 

Code on Wages, 2019, the 

Occupational Safety Health & 

Working Conditions Code, 2020, the 

Industrial Relations Code, 2020 and 

the Code on Social Security, 2020 
 

(e) A meeting to review the relevance of 

Employment Exchanges 

(Compulsory Notification of 

Vacancies) Act, 1959 in the present 

scenario was held under the 

chairmanship of Secretary (L&E) on 

11
th

 September, 2019. In this 

meeting,  it was felt that regulatory 

framework for supporting the above 

role could be through the proposed 

Social Security Code. The meeting 

was attended by Principal 

Secretaries/ Labour Secretaries/other 

representatives from various States 

and Secretary, MoSPI/Advisor NITI 

Aayog/Representatives of Ministry 

of HRD, MoSPI, MSDE & NITI 

Aayog, etc.  

 

(f) The relevant provisions of EE(CNV) 

Act, 1959 with  suitable changes as 

per the requirements of present day,  

have been subsumed in  the Code on 

Social Security 2020. These changes 

inter-alia, include redefining 

employment exchanges, increasing 

their activities, provision for online 

reporting of vacancies, etc. 

 

(g) For subsuming the existing 

Employment Exchanges 

(Compulsory Notification of 

Vacancies) Act 1959, one Chapter 

(Chapter-XIII) on Employment 

Information & Monitoring has been 

added in the Code on Social Security 

2020 
(h) Code on Social Security 2020 has 

been passed by the Parliament in 

September, 2020. This Code has 

received the assent of President on 

28
th

 September, 2020 and notified in 

the Government of India Official  

Gazette  on 29
th

 September, 2020. 
(i) Draft Rules namely Code on Social 

Security (Central) Rules, 2020 were 

published by the Ministry of Labour 

& Employment, Govt of India New 

Delhi, on 13th November, 2020 vide 

G.S.R. 713 (E) inviting objections 

and suggestions, if any, from the 

stakeholders. {Appendix I(4), 

Volume-III} 
(j) Such objections and suggestions 

were required to be submitted within 

a period of 45 days from the date of 

notification of the draft rules.  

These rules were made available at 
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the link: https://labour.gov.in/ 

whatsnew/draft-code-social-

securitycentral-rules-2020 and put in 

public domain for comments of all 

the stakeholders/ all concerned. 

(k) This notification/publication of draft 

also contained draft rules pertaining 

to earlier EE(CNV) Act, 

1959/EE(CNV) Rules 1960 

pertaining to notification of 

vacancies to Employment 

Exchanges/Career Centres which 

were subsumed in Chapter XIII 

(Employment Information and 

Monitoring) of the Code.  

Provisions  pertaining to  said 

chapter are mainly mentioned in 

Chapter XII of the said Draft Rules 

notification as mentioned above. 

(l) A copy of Code on Social Security, 2020 

and Draft Rules are placed at Appendix 

I(4), Volume-III 

 

Directorate General of Employment  

 

1.7 In 1960, the name of the 

Directorate General was changed from 

Directorate General of Resettlement and 

Employment to Directorate General of 

Employment and Training (D.G.E&T).  

The D.G.E.&T constituted the national 

headquarters of the Employment Service 

as well as the Craftsmen Training Scheme 

of the Ministry of Labour, Government of 

India and the  Director General of 

Employment & Training  was  at the apex 

of both the organisations at the national 

level till 15 April, 2015. Directorate of 

Training looking after the work of ITI’s, 

Apprenticeship Training etc. was an 

integral part of Directorate General of 

Employment and Training.  Following a 

decision of Union Cabinet regarding 

rationalizing  all skill/training activities  

and bringing  them under one Ministry,  

the Training vertical(including 

Apprenticeship Training ) of DGE&T was 

transferred to Ministry of Skill 

Development & Entrepreneurship w.e.f  

16
th

 April, 2015(Ref:   Cabinet Secretariat 

O.M. N.1/21/9/2014-Cab dated 

16.4.2015and DGE&T  Office Order No. 

DGET-A22020/01/2015-Admn.II dated 

16.4.2015). Thereafter,  DGE&T has been 

renamed as Directorate General of 

Employment (DGE). Now it is the apex of 

National Employment Service/National 

Career Service and is headed by 

Additional Secretary (Labour & 

Employment)/ Director General of 

Employment, M/o Labour & 

Employment, Government of India. 

DG(E) is assisted by Deputy Director 

General (DDG) of Employment and 

Director of Employment on matters 

concerning policy, procedure and co-

ordination of the National Employment 

Service/National Career Service.  DGE  is 

also responsible for the codification of 

instructions and for formulating 

procedures according to the policies 

agreed upon by the Central and State 

Governments.  It conducts technical 

evaluation of the Employment 

Exchanges/Career Centres and other field 

units; and advises the counterparts 

working in the States/UTs  on technical 

matters referred to it from time-to-time. 

 

1.8 The Apprentices Act, 1961 was 

enacted in 1961 to provide for regulation 

and control of apprentices in selected 

trades and matters connected therewith 

{See Volume III, Appendix I.(2)}.  The 

D.G.E.&T was made responsible for the 

implementation of the Act and the 

Director of Apprentices Training in the 

D.G.E&T functioned as the Central 

Apprenticeship Adviser. Now this work is 

looked after by Directorate General of 

Training working under Ministry of Skill 

Development & Entrepreneurship. 
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1.9 The first National Commission on 

Labour after reviewing the set-up and 

functions of the Employment Service 

recommended that:- 

 

(i) uniform standards, policies and 

procedure will be needed in all 

states to enable the service to 

work as a well knit and co-

ordinated organisation through-

out the country; 

 

(ii) the national character of the 

service should be fostered and 

strengthened to help efficient 

utilization of manpower 

particularly critical skills 

required for planned economic 

growth;  

(iii) the service should be extended 

to all towns with a labour force 

of ten thousand or more in a 

phased manner so that rural 

workers can take advantage of 

the service; 

(iv) Programmes for Occupational 

Research, Vocational Guidance, 

Employment Market 

Information, Special Surveys & 

Studies and forecasting of 

Manpower supply and demand 

should be  speeded up. 

1.10 The second National Commission on 

Labour in its report which was submitted in 

2002 made the following recommendations:- 

  

(i) It is important to redefine the 

role of the employment 

exchanges to meet the new 

challenges. 

(ii) Stress the need to increase the 

coverage and timely release of 

data collected by the National 

Employment Service so as to 

provide a complete picture of 

employment and unemployment 

scenario. 

 

 National Career Service(NCS) 

 

1.11 Ministry of Labour & Employment, 

Government of India, vide its O.M. No. 

DGET-U-11011/10/2013-EE-I dated 12th 

November 2013 constituted a Working 

Group for improving the performance of 

National Employment Service and re-

engineering it in to a modern National 

Career Service. The first meeting of the 

group was held on 3
rd

December, 2013. After 

elaborate discussions and careful 

consideration of various aspects, it was 

decided to constitute  two Sub-Group, one 

with State Government Officials and other 

with Private players to further examine 

various issues involved and make 

appropriate recommendations. The 

composition of the Working Group and 

respective two Sub-groups on NES Business 

Process Reengineering are placed at 

Appendix I(1), Volume-II. The meeting of 

the State Sub Group was held at New Delhi 

on 9
th

 January 2014 and    meeting of  Sub-

group on Private Players’ involvement was 

held on  29
th

 January, 2014.  

Recommendation/suggestions made by the 

Working Group and sub-groups were 

discussed in the meeting of Labour 

Secretaries held under the chairmanship of 

Secretary(L&E), Govt. of India on 

31.01.2014 at New Delhi.. Based on the 

final recommendations, circulated vide letter 

No.DGET-U-11011/10/2013-EE.I dated 

31.3.2014{copy placed at Appendix I(1), 

Volume-II}, DGE, MoLE initiated the 

process of establishment of  a National 

Career Service. 

 

National Institute For    Career Service 
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National Career Service Centers for 

Differently Abled 

 

 

1.13  In order to bring Persons with 

Disabilities into the economic 

mainstream, Government of India with the 

assistance of USA, set up two Vocational 

Rehabilitation Centres for Handicapped 

(renamed as National Career Service 

Centres for Differently Abled in August, 

2016) one each at Mumbai and Hyderabad 

in 1968. Encouraged by the success of 

8

1.12 The Central Institute for Research 

and Training in Employment Service 

(C.I.R.T.E.S)  was established in  

October, 1964 under the D.G.E&T(now 

DGE), Ministry of Labour & 

Employment.  The institute was 

rechristened as National Institute for 

Career Service (NICS) on 20th July 

2016.  NICS, located at –NOIDA(UP) 

has been designated as nodal institute 

for capacity building under the National 

Career Service Project. NICS is 

responsible for imparting professional 

in-service training to Officers of 

National Employment Service working 

at Central & State Governments.   It 

also organises capacity building 

programmes for all stakeholders of NCS 

project viz. Employer, Job Seeker, Skill 

Provider, Counsellors, Placement 
Organisation etc.  The Young 
Professional Scheme of M/o Labour and 

Employment and the activities of Model 

Career Centres established across the 

country under NCS project are being 

monitored by NICS Noida. . The 
organization is also responsible for 
conducting research on matters 
concerning the Employment Service and   
for preparation and publication of 
career literature and other occupational 
information materials. 

these Centres and with the passage of 

time, more such Centres were set up. 

Presently, there are 24 Centres functioning 

in the country. These centres are located at 

Agartala, Ahmedabad, Bangalore, 

Bhubaneswar, Chennai, Delhi, Dehradun, 

Dimapur, Guwahati, Hyderabad,Shillong,

 Jabalpur, Jaipur, Kanpur, Kolkata, 

Ludhiana, Mumbai, Patna, Puducherry, 

Ranchi, Srinagar, Thiruvananthapuram, 

Una and Vadodara. The Centre located at 

Vadodara caters to the rehabilitation needs 

of disabled women exclusively. These 

Centers function as the sub-ordinate 

offices of DGE. 

 

2.         The National Career Service 

Centres for Differently Abled evaluate the 

residual capacities of persons with 

disabilities; assist them in the process of 

planning their career, preparing for 

obtaining and retaining the employment 

commensurate with their socio-

psychological, physical and educational 

abilities. NCSC-DAs impart non formal 

vocational training, extend placement 

support, provide outreach services to 

different categories of PwDs etc. These 

centres also organize outreach programme 

like camps, job fairs and exhibition for 

generating awareness and facilitating 

rehabilitation services. Facilities for 

assessing the vocational and psychological 

rehabilitation needs of persons with 

disabilities are available at these centres 

3.  Non-formal vocational training is 

offered to PwDs who are not otherwise 

suitable for formal mode of training due to 

either severity of disability or poor 

educational backgrounds. During training 

PwDs are provided with stipend @ Rs 

2500/-P.M. Training in these centres  is
 offered in following Trades  : 

Commercial/Secretarial Practice, General 

Mechanics/Metal, Cutting & 

Tailoring/Dress Making, Knitting & 
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Embroidery, Hosiery, Radio-

Television/Electronics, Carpentry 

,Automobile, Refrigeration & Air 

Conditioning, Computer Application, 

Computer Application & Office 

Management, Consumer Electronic, 

General Mechanic, D.T.P. & 

Advertisement, Hair & Skin Care etc. 

 

These Centres  have been given co-

sponsoring powers to submit Persons with 

Disabilities Physically Handicapped persons 

against reserved vacancies. 

 

 

1.14   The Elayaperumal Committee 

(1969), while examining the problems of 

education of Scheduled Castes in the 

context of the progress achieved, had 

inter-alia, recommended that the State 

Directors of Employment and Training 

should organize various training courses 

in Typing, Stenography, Accountancy, 

etc. to make the Scheduled Caste 

applicants more acceptable to the 

employers in the public & private 

sectors.  The Committee  further 

suggested that short courses in General 

Knowledge, “How to appear in an 

interview”, Confidence Building 

Programmes, etc. should also be 

arranged.  Based on the 

recommendations of the said  committee, 

Coaching-cum-Guidance Centres(CGCs 

for SCs/STs) were  set-up at selected 

places namely Kanpur, Jabalpur, Delhi 

& Chennai to cater to the needs of the 

Scheduled Caste and Scheduled Tribe 

applicants in matters of career planning 

and advice through group and individual 

guidance programmes. Gradually,   these  

Centres were opened at more places in 

different States and  at present there are 

25 such Centres functioning in the 

country one each located at Aizawl, 

Bangalore, Bhubaneswar, Kolkata, 

Delhi, Guwahati, Hissar, Hyderabad, 

Imphal, Jammu, Jabalpur, Jalandhar, 

Jowai, Jaipur, Kanpur, Kohima, Mandi, 

Chennai, Nagpur, Ranchi, Surat, 

Thiruvananthapuram, Naharlagun, 

Puducherry and Vishakhapatnam. 

Coaching-cum-Guidance Centre for 

SC/STs were renamed as National 

Career Service Centres (NCSCs) for 

SCs/STs { vide  notification No. DGE-

A-11011/07/2015-PC(E) dated 

2.8.2016}. These Centres  render 

Educational and Vocational Guidance  to 

educated SC/ST job seekers and also 

organize Confidence Building 

Programme and Personality 

Development Programmes, provide 

Vocational Guidance on Group and 

Individual basis, conduct mock interview 

sessions disseminate information about 

various occupations and job 

opportunities, etc. The centres maintain 

close liaison with the Employment 

Exchange and Provide linkage with their 

Institutions as catalyst.  The job seekers 

are also guided and motivated by the 

centres to take up Self-Employment. 

 

NCSC for SC/STs were established in 

the states as model institutes to enhance 

the employability of SC/ST jobseekers 

through guidance/coaching/training. For 

this State Governments/UTs are to 

provide rent-free suitable 

accommodation covering a plinth area of 

approximately 2500 sq. feet for each 

centre. 

 

The State Governments/UTs are at 

liberty to open similar Centres in the 

States/UTs from their own resources 

depending on their requirement. 

However most of these Centres are 

located in State Capital or highly SC/ST 

populated cities in States/UTs.  .  
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Committees on Employment 

 

1.15 The need for formation of Tripartite 

Committee on Employment at various levels 

has been suggested to advise the 

Employment Service at State and District 

level.  To review the employment position 

and assess employment and unemployment 

trends and suggest measures for expanding 

employment opportunities, the State 

Governments are required to constitute State 

Committees on Employment to advise the 

State Governments on such matters.  

Similarly, District level Committees on 

Employment are required to be constituted 

so as to develop the employment potential of 

the District, in addition to usual functions 

relating to matter connected with 

Employment Service.  The composition of 

such Committees and their functions are 

given at Appendix-I(18). 

 

 

 

Working Group of the National 

Employment Service 

 

1.16     A Working Group of the 

National Employment Service 

consisting of the representatives of 

the Central and State Governments 

has been constituted at the national 

headquarters with a view to enable it 

to evolve and formulate policies and 

procedure in consultation with the 

State Governments.  The Working 

Group meets annually and discusses 

matters relating to Employment 

Exchange policy and procedure as 

have been proposed or raised by 

representatives of the Central or State 

Governments.  Based on the 

recommendations of the Working 

Group as approved by the 

Government of India, necessary 

amendments, additions or deletions to 

the policies and procedure are issued 

by the D.G.E  

i. The National Employment 

Service is the joint concern 

of Central and State 

Governments. The 

Employment Exchanges with 

State Directorates of 

Employment including their 

other administrative offices 

with DGE (National 

Authority) constituting an 

organic whole is known as 

“National Employment 

Service”. 

ii. As per the provisions of ILO 

Convention 88 (Organisation 

of Employment Service 

Convention), ratified by 

Government of India in 

1959, MoLE, GoI is 

mandated to provide for 

a) A free Public Employment 

Service (PES); 

b) National system of 

employment offices under a 

national authority; and 

c) Development of 

Employment Service Policy 

& Procedure through 

consultative process. 

iii. Policies, standards and 

procedures for the National 

Employment Service are laid 

down by the Central 

Government in consultation 

with the State Governments. 

iv. The Employment Exchanges 

function under the direct 

administrative and financial 

control of the respective State 

10

 

 

1.17  The salient features of NES   
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Governments/UT 

Administrations. 

v.    National Employment Service 

covers all the States and Union 

Territories of India except 

Sikkim. 

vi.    The Employment Exchanges 

do not guarantee the placement 

to the registered applicants. 

They are not responsible for 

creation of jobs. However, the 

Employment Exchanges are 

mandated to facilitate between 

employment seekers and 

employers and to provide 

employment assistance services 

such as registration of job 

seekers, collection of vacancies 

from enterprises, submission of 

job-seekers against the notified 

vacancies, campus recruitment, 

dissemination of information, 

vocational guidance  &  career 

counseling, etc.  

vii.     The Employment Exchanges 

have grown from about twenty 

in 1945 to around one thousand 

in 2022 with changes in their 

activities. They are being 

modernized and computerized. 

viii.     As per the revised instructions 

from DOPT following the 

Supreme Court judgment 

1996, recruitment in public 

sector is made by notifying the 

vacancy to local Employment 

Exchanges and by publication 

in Employment News, etc. 

Thus, both the list of 

jobseekers submitted by the 

Employment Exchange and 

those who have responded 

against the advertisement are 

considered for selection by the 

Employers. 

ix. All vacancies for scientific and 

technical personnel carrying a 

Grade pay of Rs. 2800 (Level 5 

as per 7
th

 CPC) or more 

occurring in Central Government 

establishments are notified to the 

Central Employment 

Exchange(CEE). Other Central 

Government vacancies, in respect 

of which the employing authority 

specially desires, circulation 

outside the State may also be 

notified to the Central 

Employment Exchange. 

Vacancies notified to the Central 

Employment Exchange (CEE) 

are advertised in the Employment 

News by CEE through DAVP on 

behalf of the employers. The cost 

of advertisement is borne by the 

DGE. These vacancies are 

required not to be advertised by 

the employers in the 

Employment News directly. The 

CEE functions under the direct 

financial & administrative 

control of DGE, MoLE. 

 
 

(i) persons who seek to employ 

employees; 

  (ii)  persons who seek employment; 

11

(a)  collection and furnishing of

 information,  either  by  the 

keeping  of  registers  or 

otherwise,  manually,  digitally, 

virtually or

 through  any  other  mode; 

relating to: 

 

 

1.18 The main activities of 
Employment Exchanges/ 
Career Centres are:  
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 (iii)  occurrence of vacancies; and 

   (iv) persons who seek vocational 

guidance and career counseling or 

guidance to start self-employment; 

(b) providing career counseling &   

vocational guidance; 

(c)     organizing job-fairs and job drives; 

(d) employment related surveys and 

studies; 

(e)  employability enhancement activities; 

and 

   (f)   other services as may be decided by  

the appropriate Government from 

time to time. 

 

Organisation and Structure of the 

Employment Service in the States. 

 

1.19 The State Director of Employment/ 

Commissioner of Employment will be at the 

apex of the organisation in the States.  In 

larger States, he will be assisted by an 

Additional Director of Employment / other 

equivalent officer having similar 

nomenclature who will also deputise for 

him. The State Directorates will have 

adequate administrative and technical staff 

to ensure efficiency in performance and 

timely collection and publication of data.  

The State Directorate will also function as a 

manpower organisation and planning agency 

for the State.  Further it will provide 

leadership, guidance and expertise in such 

technical fields as: 

 

(i) Surveys and studies relating to 

employment and unemployment; 

 

(ii) Manpower planning and forecasting; 

 

(iii) Enforcement of Employment 

Exchanges(Compulsory Notification 

of Vacancies) Act, 1959, Collection 

of Employment Market Information 

and Public Relations; 

 

(iv) Vocational Guidance and Career 

advice; 

 

(v) Occupational Research and 

Information; and 

 

(vi) Staff Training. 

 

(vii) Management of State employment 

portal, integration with national 

employment portal of the Central 

Government, submission of online 

data/returns to DGE and all other 

online activities pertaining to 

Employment Exchanges/Career 

Centres. 

 

State Employment Exchange (S.E.E) 

 

1.20 There will be a State Employment 

Exchange at the headquarters of the 

State.  It will deal with applicants of 

professional and executive standard, 

vacancy and labour clearing at the State 

level, research and job development for 

the Physically Handicapped, Ex-

servicemen, Scheduled Caste and 

Scheduled Tribe applicants.  The staff of 

the State Employment Exchange will be 

according to the following pattern:- 

 

 
State Employment Officer 

(Assistant Director) 

One 

 Regional Employment Officer 

(Professional and Executive) 

One 

Regional Employment Officer       

( Ex-Servicemen, Sch. Caste and 

Sch. Tribe)                                                      

One 

Distt. Employment Officer (Labour 

Clearing)                             

One 

Interviewer                                                                               One 

Steno-typist                                                                              One 

Clerk Three 

Typist Two 
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Class IV staff-       According to the State' s 

pattern 

 

 Regional Employment Exchange (R.E.E) 

 

1.21 Normally four District  Employment 

Exchanges will be under one Regional 

Employment Officer who  will also be in 

charge of one of the four Exchanges in the 

region which is located centrally and in an 

important town of the region.  The Regional 

Employment Officer will be responsible for 

inspection of the Exchanges in the region, 

Staff training, special problems of the 

Physically Handicapped applicants, Ex-

servicemen, Scheduled Castes and 

Scheduled Tribes applicants, job 

development efforts and enforcement of the 

Employment Exchanges(Compulsory 

Notification of Vacancies)  Act, 1959 within 

the region.  He will also supervise and assist 

in carrying out special studies and surveys 

within the region.  Each Regional 

Employment Exchange will have the staff 

according to the following pattern:- 

 

 
 

Regional Employment Officer 

 

One 

Distt. Employment Officer 

(placement) 

One 

Distt. Employment Officer (Job 

Development and Enforcement) 

One 

 

Asstt. Employment Officer 

(Vocational Guidance and 

Physically Handicapped)                                                                    

Two 

Interviewer  Two 

Statistical Assistant One 

Steno-typist One 

Clerk                                                                                                  

 

Six 
Class IV staff -    According to the  State' 

pattern 

 

  

 

District Employment Exchange(D.E.E) 

 

1.22 The district will normally constitute 

the basic unit for implementing and      

coordinating all programmes of 

employment assistance, career advice, 

employment market information and 

surveys and studies in the district.  The 

District Employment Officer will be 

responsible for inspection and 

enforcement of the Employment 

Exchanges(Compulsory Notification of 

Vacancies)Act, 1959.  He will also be 

responsible for the efficient functioning 

of the Town Employment Exchanges 

and Rural Employment Bureaux in the 

district.  Each District Employment 

Exchange will have staff according to 

the following pattern:- 

 
Distt. Employment Officer One 

Asstt. Employment 

Officer(Vocational Guidance)                                                                    

One 

Interviewer  One 

Statistical Assistant One 

Clerk                                                                                                  

 

Four 
Class IV staff -    According to the  State' 

pattern 

 

Town Employment Exchange(T.E.E.) 

 

1.23   Town Employment Exchanges 

will be set up in all towns having a 

labour force of 10,000or a population of 

25,000 or above.  Each Town Exchange 

will have the      following minimum 

staff- 

 

 
Asstt. Employment Officer     

                                                                

One 

Interviewer  

 

One 

Clerk         

                                                                                          

 

One 

Class IV staff -    According to the  State's 

pattern 
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Rural Employment Bureau(R.E.B) 

 

1.24  The lowest formation of the 

Employment Service will be the Rural 

Employment Bureau(Presently known as 

Employment Information and Assistance 

Bureau).  These Bureaux will be set up in 

areas where there is a concentration of 

Scheduled Caste or Scheduled Tribe 

population and where rural works 

programme and other employment oriented 

projects are under implementation.  Each 

Rural Bureau will have the following 

minimum staff:- 

 
Asstt.  Employment Officer( Grade II 

in the rank of Interviewer ) 

 

One 

Clerk   

 

       

 

                                                                                          

 

One 

Class IV staff -    According to the  State' 

pattern 

 

1.25 The staffing pattern/ staff 

requirements given in paras 1.17 to 1.21 are 

indicative.   The State 

Director/Commissioner of Employment may 

modify it to some extent keeping in view the 

actual assessment of workload and change in 

the role and activities being performed in 

that Exchange/Centre. But basic structure 

should be retained to maintain uniformity at 

national level. Major changes, if required 

may be done in consultation with DGE, M/o 

Labour & Employment. Keeping in view the 

increasing online activities in National 

Employment Service, appointment of IT 

efficient personnel may be preferred. 

Similarly due to increased need of 

vocational guidance and career counseling, 

hiring of psychologists/career counselors on 

regular or outsourced basis may be 

increased.   

University Employment Information and 

Guidance Bureau (UEI &GB) 

 

1.26  There will be one University 

Employment Information and Guidance 

Bureau in each University.  Each Bureau 

will have the following minimum staff:- 

 
Chief (Part time to be provided by 

the University) 

 

One 

Deputy Chief(Regional Employment 

Officer) 

 

One 

Research Assistant      

                                                               

One 

Clerk(Library)  

 

One 

Clerk (General) 

 

One 

Steno-Typist     

 

 

 

     

                                                                                      

 

One 

Class IV staff -    According to the  State' 

pattern 

 

Direction and Control 

 

1.27 Three regions will be placed under 

an Assistant Director whose office will 

be located at a suitable place in his area 

or at the State Directorate.  He will be 

responsible for inspection of the 

Exchanges in his region as also for staff 

training and job development 

programmes.  He will be delegated with 

adequate administrative and financial 

powers to ensure smooth functioning of 

the offices within the region.  He will be 

assisted by one District Employment 

Officer (Staff Training and Job 

Development), one stenographer, one 

clerk and class IV staff according to the 

State's pattern. 

 

1.28   One Deputy Director will be in 

charge of every two Assistant Directors.  

His office will be located at the State 

Directorate.  He will be responsible for 

inspection of the Employment 

Exchanges besides functioning as a 

subject matter specialist. 
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Set-up of Employment Service in 

Metropolitan Areas 

 

1.29 The Employment Service in 

metropolitan areas such as Bombay.  

Calcutta, Delhi and Madras is confronted 

with special problems arising from the 

large population, large number of 

employment seekers, and the 

sophisticated nature of jobs available in 

these areas.  To meet the problems of 

placement service, career advice and of 

collection of employment market 

information, it is essential to organize 

the Employment Service in these areas 

on special lines.  Employment Service in 

these metropolitan areas will be 

organised as follows:- 

 

(i) There will be one Employment 

Exchange in an area for a population 

of 4,00,000.   These Exchanges will 

be known as Zonal Employment 

Exchanges(Z.E.E.) whose 

responsibilities may be laid down 

either on geographical or functional 

basis; 

(ii) Each Zonal Employment Exchange 

will be under the charge of a 

Regional Employment Officer and 

will have the minimum staff 

prescribed for a Regional 

Employment Exchange.  Additional 

staff will be provided on the basis of 

the staffing formulae for 

Employment Exchange. 

 

(iii) There will be one Assistant Director 

in charge of four Zonal Exchanges.  

He will be responsible for inspection.  

Staff training, job development 

enforcement of the Employment 

Exchanges (Compulsory Notification 

of Vacancies) Act, 1959, etc. 

 

(iv) The Employment Exchanges in each 

metropolitan area will be placed 

under the overall charge of Deputy 

Director. 

 

Evaluation and Implementation Cell for 

the State  

 

1.30 There will be one Evaluation and 

Implementation Cell for Vocational 

Guidance in each State but the States 

having more than 30 Vocational 

Guidance Units will have two such 

units.  Each unit will have the 

following staff  :- 

 

 
Assistant Director (Evaluation and 

Implementation) 

 

One 

Steno-Typist 

 

One 

Clerk/typist 

 

One 

Class IV staff  -        According to the State's 

pattern 
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Career  Study Centre 

 

1.31 There will be one Career Study 

Centre in each State for bringing out 

career literature, audio-visual aids, 

occupational information materials 

and tools for use in the career 

advising programme .  Each Career 

Study Centre will have the following 

staff: 

 
Assistant Director(Career Study) One 

 

 Employment Officer(Research) One 

 

Editor                                                       One 

 

Technical Assistant                             One 

 

Steno-typist                                                                              Three 

 

Clerk One 

 

Proof Reader One 

 

Class IV staff-          According to the State' 

pattern 

 

 

Staffing formulae for Employment 

Exchanges 

 

1.32 The requirements of officers 

and staff of Employment 

Exchanges for Placement Service, 

Employment Market Information 

and Vocational Guidance 

programme will be assessed on the 

basis of Staffing Formulae 

developed by CIRTES(now NICS)  

and revised from time to time by 

NICS or any other reputed agency to be 

appointed by DGE,  MoLE in 

consultation with States/UTs in 

Working Group meeting. 
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2.1  In these instructions, unless there is 

anything repugnant in the subject or  

context , the following expressions have the 

meaning hereby assigned to them:- 

 

"ACT” means Employment Exchanges 

(Compulsory Notification of Vacancies) 

Act, 1959. 

 

"Act Establishment" means an 

establishment coming within the purview of 

the Employment Exchanges (Compulsory 

Notification of Vacancies) Act. 1959. 

 

"Advertised Vacancy" means a vacancy 

which is advertised,  online or offline, 

through various media, e.g., press, notice 

board, radio, television, website, social 

media, etc. and which may or may not be 

notified to an Employment Exchange. 

 

"Applicant" means a person who having 

voluntarily registered at an Employment 

Exchange, is eligible for employment and 

other assistance in accordance with the 

prescribed procedure. 

 

"Applicant Exchange" means the 

Exchange which submits an applicant(s) 

against a vacancy in another Exchange area. 

 

"Apprentice" means a person who is 

undergoing apprenticeship training in a trade 

in pursuance of a contract of apprenticeship. 

 

"Apprentices Act" means the Apprentices 

Act, 1961 which provides for the regulation 

and control of training of apprentices in 

trades and matters connected therewith.  

 

"Aptitude" refers to a pattern of a 

behaviors and present condition of abilities  

 

 

 

 

that is indicative of an individual's future 

attainments, provided appropriate  

 

 

 

opportunities of training and expression are 

offered. 

 

"Book Register" means a manuscript 

record of information pertaining to 

applicants, vacancies, employers, etc., 

maintained in accordance with the 

prescribed procedure. 

 

"Career Conference” means a meeting or 

series of meetings usually organised in joint 

collaboration with the educational 

authorities, in which various professional 

experts in different occupations participate 

and make available their intimate knowledge 

of the requirements and opportunities in 

their fields of work. 

 

―Career Counselling‖ 

 Career Counselling refers to counselling 

provided by career counsellor who helps 

individuals:- 

 (a) choose an appropriate career based on 

their interests, skills and aptitudes. 

 (b)deal with mid-career crisis and 

transitions. 

  (c)optimize work life across the life span.   
 

"Career Exhibition" means an organised 

display of materials of occupational interest. 

 

"Career Literature" refers to 

publications(in physical or digital form)  

containing objective occupational 

information relating to various careers and 

courses complied for use in career advising 

and educational and employment 

counselling programmes. 

CHAPTER-II 

 

DEFINITIONS 
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"Career Talk" means a talk on specific 

fields of occupations, training etc., 

appropriate to groups of particular 

educational levels, emphasizing the 

importance of vocational planning. 

 

"Clearing" means the circulation of 

information pertaining to vacancies to 

selected or all Employment Exchanges in 

order to attract suitable applicants, or 

circulation of particulars of applicants for 

locating suitable job openings. 

 

"Clearing Occupation" means an 

occupation for which a shortage of 

applicants generally exists and which has 

been declared as such. 

 

"Contract Labour" means persons 

employed on work who are not directly paid 

by the employer but are paid through 

contractors. 

 

"Dead Register" means a systematic 

arrangement of Index Cards of applicants 

who for various reasons are not entitled to 

placement assistance. 

 

"Dead Order Register" means a 

systematic arrangement of all those Order 

Cards on which all procedural action has 

been completed. 

 

"Disabled Ex-Serviceman"  means an Ex-

serviceman who while serving in the Armed 

Forces of the Union was disabled in 

operations against the enemy or in disturbed 

area.  

 

"Discharged Government Employee 

(Central)" means a person who was in the 

employment of the Government of India for 

a continuous period of not less than six 

months and who was discharged otherwise 

than on reaching the age of superannuation  

18

 

or completing the period of service 

prescribed for retirement and as a result 

either of reduction of establishment in an 

office or the office itself being wound up. 

 

"Displaced Person" means any person who, 

on account of the setting up of India and 

Pakistan or on account of civil disturbances 

or fear of such disturbances in any area 

which formed part of the erstwhile Pakistan 

had been displaced from or left his place or 

residence in such an area after Ist day of 

March,1947, and who has subsequently been 

residing in India(Government  of India 

Ordnance No. XX of 1948).  Where, 

however, a State Government has evolved a 

system of registration of Displaced Persons 

only those persons who are in possession of 

evidence of such registration should be 

regarded as "Displaced Persons" by 

Employment Exchanges for purposes of 

employment under that State. 

 

"Employment Counseling" also called 

Brief Counseling, aims at helping an 

individual in choosing from among the 

available job opportunities, openings suited 

to his education, training and work-

experience. 

 

"Employment Exchange Minute" means 

supplementary instructions issued by the 

Directorate General of Employment  on

 the policies and procedures adopted in the 

execution of working of Employment 

Exchanges from time to time. 

 

"Employment Market" means a well 

defined geographical area having a 

concentration of economic activity where 

the elements of demand for labour exist and 

for which labour force is habitually drawn 

from persons living in the area. 
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"Employment Market Information" 
means information concerning the 

employment market. 

 

"Employer" means any person who 

employs one or more other persons to do 

any work in an establishment for 

remuneration and includes any person 

entrusted with the supervision and control of 

employees in such establishment. 

 

"Employers Register" means a systematic 

arrangement of employer's cards maintained 

at an Employment Exchange and which 

contain particulars of establishments in the 

public and private sectors in the area served 

by the Exchange. 

 

"Establishment Reporting System" means 

the method of collection of employment 

information by means of returns (or report) 

received from individual establishments. 

 

"Employing Unit" means an establishment 

with a separate traditionally accepted 

identity under the control of a single 

authority. 

 

"Entry Occupation" means an occupation, 

the performance of which does not demand 

any previous work-experience or vocational 

training. 

 

"Ex-Servicemen" means a person who 

served in any rank (whether as a combatant 

or as non-combatant), in the Armed Forces 

of the Union including the Armed Forces of 

the former Indian States, but excluding the 

Assam Rifles, Defence Security Corps, 

Central Reserve , Engineering Force, Lok 

Sahayak Sena and Territorial Army, for a 

continuous period of not less than six 

months after attestation; and 

 

(i) has been released, otherwise than at 

his own request or by way of 

dismissal or discharge on account of 

misconduct or inefficiency or has 

been transferred to the reserved 

pending such release; or 

(ii) has to serve for not more than six 

months for completing the period of 

service requisite for becoming 

entitled to be released  or transferred 

to the reserve as aforesaid; or 

(iii) has been released at his own request, 

after completing five years of  

service in the Armed Force of the 

Union.  

 

As per Notification GSR No.116( E )  

dated 13.2.2020 of DOPT  “ Provided 

that Short Service Commissioned 

Officers released from service after 

completing initial terms of engagement, 

otherwise than by way of dismissal or 

discharge on account of miss-conduct 

or inefficiency and have been given 

gratuity, shall be eligible  to the status 

of Ex-serviceman.” 

 

"Found Work" means an applicant who 

has found employment without the 

assistance of the Exchanges. 

 

"Fresher" means an applicant who has had 

no training or whose experience in the 

occupation in which he desires employment 

is normally of less than six months duration. 

 

"Group Discussion" means a discussion 

with a homogeneous group of applicants or 

students involving detailed information on 

job opportunities, training facilities and such 

other matters pertaining to career planning 

or choosing appropriate to the group. 

 

"Group Guidance" denotes all group 

activities conducted for guidance purposes. 

 

"Person with Disabilities(PwD) {earlier 

defined as Handicapped Person}" means a 
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person who on account of injury, disease or 

congenital deformity is substantially 

handicapped in obtaining  or keeping 

employment or in undertaking work on his 

own account of a kind which apart from the 

injury, disease or deformity would be suited 

to his age, experience and qualifications. 

 

"Individual Guidance or Counseling" 
denotes assistance given to an individual to 

help him deal with problems relating to 

securing employment and making vocational 

choices, plans and adjustments. 

 

"Index Card" means a card on which 

particulars pertaining to and action in 

respect of an applicant are recorded.  

 

"Industrial Classification" means the 

classification of establishments or persons in 

the labour force in accordance with 

predominant economic activity in which 

they are, or were engaged. 

 

"Identity Card" means a card given to an 

applicant at the time of registration to 

identify him as a registrant of the 

Employment Exchange. 

 

"Job Development" refers to a programme 

planned to locate and obtain job opportunity 

matching the education, training, work-

experience and other relevant characteristics 

of an individual applicant. 

 

"Labour Clearing" is the process of 

notifying to all Employment Exchanges 

availability of certain categories of 

applicants suitable for occupations in which 

persistent shortages are experienced. 

 

"Labour Force" comprises all persons who 

are either gainfully employed or are looking 

for gainful employment. 

 

"Lapsed Registration" means a 

registration that is declared null and void 

because it fails to meet relevant procedural 

requirements such as renewal, response to 

two consequent call letters etc. 

 

"Live Register" means a systematic 

arrangement of Index Cards pertaining to 

applicants who are in need of employment 

assistance 

 

"Live Order Register"  means a systematic 

arrangement of Order Cards pertaining to 

vacancies received at an Exchange and in 

respect of which action is still outstanding. 

 

"Local Body" means a Municipality, 

District Board, Cantonment Board and such 

other authority. 

 

"Manpower" means the total human 

resources expressed in terms of number of 

persons in different occupational categories 

available at a specific time to create , design, 

develop, manage and operate the various 

industries and services. 

 

"Multiple Registration" registration of an 

applicant at more than one Exchange at the 

same point of time. 

 

"National Classification of Occupations" 
means a volume containing the codified 

classification of all the identified civilian 

occupations in the country giving their 

standard and alternative titles with 

definitions and guidelines for recording 

relevant details about applicants and 

vacancies. 

 

"Non-Act Establishment” means an 

establishment which does not come within 

the purview of Employment 

Exchanges(Compulsory Notification of 

vacancies) Act, 1959. 

 

20



 

  Chapter II/Part.I/Vol.I/ NESM/2022  

"Occupation" is a trade, profession or type 

of work performed by an individual 

irrespective of the branch of the economic 

activity to which he is attached. 

 

"Occupation Information" means 

information on a wide variety of topics of 

the world of work not only on occupations 

and employment but also on education and 

training facilities and other matters related to 

the choice of and preparation for an 

occupation. 

 

"Order Card" means an envelop-patterned 

card on which particulars pertaining to and 

action in respect of an employer's demand 

for workers are recorded and inside which 

relevant papers are filed. 

"Para Military Forces" means the Border 

Security Forces, Central Reserve Police 

Force, Indo-Tibetan Border Police, Central 

Industrial Security Force, Secretariat 

Security Force , Assam Rifles and Railway 

Protection Force. 

 

"Parents Meeting" means a meeting 

conducted at an Exchange or school with 

parents , involving discussion on the 

problems of vocational choice of their 

wards. 

 

"Placing" means an employer's acceptance 

of a person into a remunerative job through 

the Employment Exchange.  This includes: 

 

acceptance by employers of applicants 

submitted by Exchanges for 

training/apprenticeship  with the object of 

their becoming paid employees                              

on completion of their training 

apprenticeship. 

 

"Prescribed Procedure" means the 

procedure  agreed upon by the Government 

of India and the Governments of States and 

laid down in the Manual of Instructions and 

such other instructions as may be issued 

from time to time by the appropriate 

authority.  

 

"Pre-Submission Interview" means a brief 

interview with an applicant conducted prior 

to his submission against a specific vacancy 

for the purpose of explaining the terms and 

condition of work, obtaining, willingness, 

assessing suitability and for giving guidance 

on matters pertaining to selection by the 

employer. 

 

"Private Sector" means the economic 

activity wholly controlled and managed by 

private enterprises. 

 

"Professional and Executive Standard 

Applicants and Vacancies" means 

respectively applicants possessing and 

vacancies requiring, qualification or 

experience of an administrative, executive, 

supervisory , managerial, higher technical, 

scientific or professional nature. 

 

"Proof of Placing" means any 

communication, or record or information 

(e.g. from X-10, X-83, a signed statement of 

an Employment Officer, etc.) which 

provides evidence of placing effected by an 

Employment Exchange. 

 

"Public Sector" means the activity wholly 

or substantially controlled by Government 

or regulated by an Act of Parliament or State 

legislature. This sector includes 

establishments under the Central and State 

Governments, Quasi-Government 

establishments and Local Bodies. 

 

"Quasi-Government Organisation" means 

an autonomous organisation or body which 

is controlled by the Government, i.e. an 

organisation whether wholly or substantially 

financed by Government. 
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"Registration" means the process of 

recording the particulars of an employment 

seeker according to prescribed procedure 

with a view to rendering him employment 

assistance. 

 

"Registration Guidance" means brief 

counseling given to an applicant at the time 

of registration. 

 

"Renewal of Registration" means the 

process of extension of the period for which 

registration is valid for purposes of 

rendering employment assistance. 

 

"Repeat Registration" means the re-

registration of an applicant placed in 

employment in the course of the same 

month, the second and subsequent 

registrations being considered as repeat 

registrations. 

 

“Re-Registration" means the registration of 

an applicant who was previously registered 

at the same Exchange or at any other 

Exchange. 

 

"Shortage Occupation" means an 

occupation in which the demand for persons 

exceeds the supply. 

 

"Speculative Submission" means the 

submission of particulars of an applicant to a 

potential employer,  prior to the notification 

of a vacancy, with the expectation that the 

employer, will engage the applicant. 

 

"Speculative Vacancy" means a vacancy 

which is brought to the notice of an 

Exchange other than by notification by the 

employer and against which the Exchange 

proposes to make speculative submissions. 

 

"Submission" means the introduction of an 

applicant or the forwarding of his particulars 
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to an employer for consideration against a 

notified, advertised or speculative vacancy. 

 

"Training Admission" means finding a 

person’s admission in a Training 

Centre/Institution or in apprenticeship which 

does not guarantee remunerative 

employment at the end of the training 

course. 

 

 

"Vacancy Exchange" means the Exchange 

in whose area the vacancies exist and which 

is responsible for raising an Order Card for 

them  and  statistically  accounting  for  them. 

NOTE- In the case of vacancies where the 

place of work is not known, or is not 

definite, the Exchange in whose area the 

employer is located will be the vacancy 

Exchange. 

 

"Vocational Guidance" means assistance 

given to an individual in solving problems 

related to vocational planning and to 

occupational choice and profess with due 

regard for the individual's characteristics and 

their relation to occupational opportunities.   

 

 

2.2 Some definitions which have been 

included in the Code on Social Security, 

2020 are mentioned here for ready 

reference: 

 

 

"Gig  Worker"  means  a  person  who 

performs  work  or  participates  in  a  work 

arrangement and earns from such 

activities  outside  of  traditional 

employer-employee relationship. 

  

 

―Platform Work" means a work 

arrangement outside of a traditional 

employer-employee relationship in which 

organizations or individuals use an online 
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manner prescribed by the Central 

Government for providing such career 

services (including registration, collection 

and furnishing of information, either by the 

keeping of registers or otherwise, manually, 

digitally, virtually or through any other 

mode) as may be prescribed by the Central 

Government, which may, inter alia, relate 

generally or specifically to— (i) persons 

who seek to employ employees; (ii) persons 

who seek employment; (iii) occurrence of 

vacancies; and (iv) persons who seek 

vocational guidance and career counseling 

or guidance to start self-employment; 
 

(i)  over the area in which the 

establishments concerned are situated;  

or 

(ii)  over specified classes or 

categories of establishments 

concerned or vacancies; 

 

Provided that the career centres 

established by the State Government of 

Punjab or Haryana shall not have 

jurisdiction over— 

(i)  the public sector offices or 

establishments other than those 
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―Career Centre (Central)” means that 

career centre as notified by the Central 

Government; 

―Career Centre (Regional)”, throughout 

India, except the Union territory of 

Chandigarh, means the career centre as 

notified by the respective State Government 

or the Administration of the Union territory 

as having jurisdiction – 

“Career Centre(Regional) in the Union 

territory of Chandigarh‖ means the career 

centre established either by the Union 

territory Administration of Chandigarh or by 

the State Government of Punjab or Haryana, 

as the case may be, notified by the 

respective States as having jurisdiction over 

specified classes or categories of 

establishments or vacancies: 

platform to access other organizations or 

individuals to solve specific problems or to 

provide specific services or any such other 

activities which may be notified by the 

Central Government, in exchange for 

payment. 

 

"Platform  Worker"  means  a  person 

engaged in or undertaking platform work. 

 

"Wage  Worker"  means  a  person 

employed  for  remuneration  in  the 

unorganized  sector,  directly  by  an 

employer or through any 

contractor, irrespective of place of work, 

whether exclusively for one employer or for 

one or more employers, whether in cash or 

in kind, whether as a home-based worker, or 

as a temporary or casual worker, or as a 

migrant worker, or workers employed by 

households including domestic workers, 

with a monthly wage of an amount as may 

be notified by the Central Government and 

the State Government, as the case may be. 

 

"Contract  Labour"  means  a  worker 

who shall be deemed to be employed in 

or in connection with the work of an 

establishment when he is hired in or in 

connection with such work by or through a 

contractor, with or without the knowledge of 

the principal employer and includes inter-

State migrant worker but does not include an 

employee (other than part time employee) 

who is regularly employed by the contractor 

for any activity of his establishment and his 

employment is governed by mutually 

accepted standards of the conditions of 

employment (including engagement on 

permanent basis), and gets periodical 

increment in the pay, social security 

coverage and other welfare benefits in 

accordance with the law for the time being 

in force in such employment.

 "Career  Centre"  means  any 

office  (including  employment  exchange, 

place  or  portal)  established  and 

maintained in the 
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belonging to the respective States; 

and 

(ii) private sector establishments; 
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"Executive Officer" means such officer 

of the appropriate Government as may 

be notified by that Government for the 

purposes of Chapter XIII or an officer 

authorised in writing by such executive 

officer to discharge his duties under that 

Chapter. 

 

"Vacancy", for the purposes of Chapter

 XIII(of CoSS, 2020), means an unoccupied

 post (including newly created post, post of

 trainee, post to be filled through apprentice

 or any unoccupied post created in an 

establishment by any other means) in a 

cadre or occupation for the purpose of 

employing a person and carrying 

remuneration. 
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The National Employment Service 

Manual 

 

3.1 All instructions of a permanent or 

semi-permanent nature will be embodied in 

the National Employment Service 

Manual(N.E.S.M.).   The Manual is the 

primary authority of the National 

Employment Service/National Career 

Service in matters pertaining to Employment 

Exchange/ Career Centre policy and 

procedure. 

 

Employment Exchange Minutes 

 

3.2 In addition to instructions contained 

in the Manual, Employment Exchanges are 

addressed on incidental matters and 

procedural instructions as and when 

required.  This is done through the medium 

of Employment Exchange Minutes(EEMs).  

EEMs contain a reference number at the top 

right-hand  corner. 

 

 This indicates the serial number of 

the EEM of the year/year of issue/part and 

chapter of the manual to which it relates.  

The EEMs should be filed chapter-wise in 

accordance with the serial number.  All 

EEMs are reviewed by the Directorate 

General of Employment once a year and a 

list of current EEMs issued.  EEMs that are 

cancelled should be removed and filed 

separately for purpose of emergency 

reference. 

 

Book Record of Instructions received. 

 

3.3 To check the receipt and proper 

distribution of the instructions mentioned 

above a 'Record of Instructions received and  

Distributed'  should be maintained in the 

form given below:- 

 

 

Record of Instructions Received and 

Distributed 

 
Date of 

receipt 

E.E.M. No. Subject 

(1) (2) (3) 

   

No. of copies 

received By 

the Exchange 

 

Name and 

Designation of 

recipient 

DISTRIBUTION 

Date Signature 

Of 

recipient 

(4) 

 

(5) (6) (7) 

    

 

If any instruction is not received, the 

Directorate General should be addressed 

immediately. 

 

Distribution and Disposal of Instructions 

 

3.4 The E.E.Ms referred to above will be 

distributed by the Director of Employment 

of the State to all Employment 

Exchanges/Career Centres.  Copies 

distributed to officers should be regarded as 

official record and should be kept in office 

for reference.   In the event, however, of an 

officer leaving the Employment Service, 

these documents should be handed over to 

the head of his office for use by his relief.   . 

 

 

Responsibility for Maintenance and 

Security. 

 

3.5 Officers should see that l sets of 

instructions are properly maintained and 

kept up to date.  The Employment Officer-

in-charge of an Exchange should make it his 

responsibility to see that the office 
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CHAPTER-III 

 

EMPLOYMENT EXCHANGE INSTRUCTIONS 
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copy/copies and those of his staff are also 

kept up-to-date.  . 

 

Responsibility for Implementation 

 

3.6  It is the duty of the Employment 

Officer-in-charge of each Exchange/Career 

Centre to ensure that all instructions are 

fully understood and implemented by his 

staff.  Difficulties in the interpretation of 

instructions should be referred to the State 

Director of Employment in the first instance 

and may be referred to DGE by State 

Director  in case of problem could not be 

resolved at their level. 
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Authorised Forms and their Use 

 

4.1 A list of authorized Standard 

Employment Exchange forms is given in 

para 4.4 below .  Against each will be found 

a brief note  indicating the purpose for 

which the form should be used.  The State 

Governments may make minor 

changes/modifications not involving policy 

issues keeping in view their local needs  

under intimation to DGE. However, such 

modifications should not affect the 

maintenance, compilation and  report 

preparation on employment data at National 

level  .  Specimen copies of Standard 

Employment Exchange Forms are given in 

Volume II, Appendix I(1). 

 

4.2 While addressing employers or 

applicants, forms in English, Hindi or the 

regional language should be used as 

prescribed by the State Government.  All 

forms in English, and/or in any other  

language, which are considered appropriate 

for printing will be printed and supplied by 

the State Director. Further, all such forms 

shall be made available online also on 

website or employment portal or such other 

platform of the government. No alteration, 

addition or amendment to the Standard 

Forms, involving policy issues or data at 

national level,  will be introduced by any   

Government without the prior approval of 

the Working Group referred to in para 1.15. 

 

 

 

 

 

 

 

Procurement of Forms 
 

X-1 An 'Index Card' for recording 

registration details of jobseekers in  

Employment Exchanges which are 

using Computer for registration.   

 
X-IA An 'Index Card' issued for 

recording registration details of 

applicants belonging  to unskilled 

category (below Matric/High 

School). 

 
 

 

X-IB 

  

An 'Index Card' used for recording 

registration details of educated 

applicants (fresh matriculates/high 

school, higher secondary, 

intermediate, graduates, classified 

CHAPTER-IV 

 

STANDARD EMPLOYMENT EXCHANGE FORMS 
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4.3 All Exchanges/Career Centres 

should obtain their requirements of forms 

according to instructions issued by the State 

Directorates. 

 

4.4   List and Description of Standard 

Employment Exchange forms   including 

Statistical proformae.
 

Those Employment Exchanges which are 

using online mode for registration , will 

make use of Form NCS/J/101 –Candidate 

Registration Form for job-seekers and no 

separate Index Cards may be maintained. 

 

Employment Exchanges which are not using 

online mode for registration,  will  make use 

of following X-1A, X-1B and X-1C Cards 

according to level of qualification possessed 

by job seekers 
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in X Division). 

 
X-IC An 'Index Card' used for recording 

registration details of professional, 

technical and skilled persons, and 

post-graduates. 

 
X-2 An 'Order Card' (envelope) used 

for recording details of vacancies 

notified by employers and filing 

correspondence pertaining to the 

vacancies. The Employment 

Exchanges/Career Centres using 

online mode for booking of 

vacancies, will make use of  

reporting of vacancy 

form/NCS/E/502 

 
X-2A A continuation form for use along 

with X-2. 

 

X-10A, 

X-10B, 

X-10C 

X-12 
A form for collection of 

information concerning 

institutional training. 

 
X-13 A form for collection of 

information about apprenticeship 

training facilities. 

 
X-16 A form used for forwarding 

vacancies to other Exchanges or to 

the Central Employment Exchange 

or to the Employment Co-

ordination   Office for circulation. 

 
X-17 A form used by the Central 

Employment Exchange/ 

Employment  Co-ordination 

Office/   Employment Exchange 

for notifying amendments/ 

withdrawals, fillings or 

cancellations of vacancies 

circulated by them 

 
X-18 A form used by Exchanges for: (a) 

notifying to the Central 

Employment Exchange/  

Employment, Co-ordination Office 

amendments, filling or cancellation 

of vacancies in circulation; and (b) 

advising periodically the Central 

Employment Exchange/ 

Employment Co-ordination Office 

that continued circulation of a 

vacancy is desired by the 

employer. 

 
X-42 A card used to advise an applicant 

that a vacancy, for which he 

appears suitable, has occurred.  

The card can be used either to seek 

his consent for submission or to 

inform him that his particulars 

have been sent to the employer. 

 
X-43 A card used when inviting an 

applicant to call at an Exchange for 

submission or other type of 

interview. 

 
X-45 A card used to acknowledge 

receipt of vacancies notified by 

employers. 

 
X-46 A letter used for intimation to an 

applicant while making postal 

submission. 

 
X-47 A reply sent to a Government 

employer who either verbally or in 
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X-10 

An 'Identity Card' given to the 

applicant as proof of registration at 

the Exchanges which are not using 

computers, online mode for 
registration. 

 

An „Identity Card‟ given to the 

applicant as proof of registration 

by those Employment Exchanges

/ Career  Centres  using  computers, 
Exchanges/Career  Centres  using 

online mode for registration 

would  provide  “Candidate 

Registration Slip” 
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writing requests that his nominee 

be submitted against a vacancy 

which he has notified. 

 
X-49 A reply sent to a Government 

employer certifying that no 

suitable applicant is available for 

submission against the vacancy 

notified by him and also requesting 

him to re-notify the vacancy, in 

case he decides to relax the terms 

and conditions 

 
X-52 A letter addressed to a 

Government employer(or a Quasi-

Government employer or Local 

Body who desires preferential 

treatment to be accorded to an 

applicant or to a group of 

applicants in contravention of 

article 16(2) of the Constitution. 

 
X-56 A running record of Index Cards 

removed from the Live Register. 

 
X-58 A covering letter used when 

forwarding a list of applicants to 

an employer. 

 
X-59 A follow up letter to X-58 asking 

employers for result of 

submissions made. 

 
X-62 A covering letter to form X-

10A/B/C when it is sent by post to 

an applicant. 

 
X-63 A book register containing a 

running record of registrations. 

 
X-64 A book register containing a 

running record of orders placed 

with the Exchange. 

 
X-66 A letter addressed to an employer 

inviting him to consider employing 

an applicant whose particulars are 

recorded on the reverse of the 

form. 

 
X-67 A letter used to advise an 

Exchange which is holding a 

secondary Index Card regarding 

changes in particulars, lapsing of 

registration, etc. 

 
X-68 A letter addressed to an employer 

reporting inability on the part of 

the Exchange to submit suitable 

applicants against the vacancies 

notified by him and seeking his 

concurrence for cancellation of the 

vacancies. 

 
X-75 A letter used to advise an applicant 

that he has been selected by an 

employer and directing him to 

report for duty. 
X-76 A letter addressed to an employer 

seeking verification of the service 

particulars of an applicant who 

claims to be his ex-employee but 

not in possession of any 

documentary evidence. 
X-78 A card inviting an applicant to 

explain why he declined the offer 

of appointment made by an 

employer on the recommendation 

of the Exchange. 
X-78B A letter to an applicant to explain 

the reasons for non-response to 

call letters twice/declining the 

offer of submission three times. 

 
X-79 An acknowledgement card inviting 

a person not yet registered to call 

at the Exchange for an interview 

with a view to registering him. 

 
X-80 A form used to forward particulars 

of applicants, against circulated 

vacancies to CEE/Employment 
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Co-ordination Office/Other 

Exchange. 

 
X-82 A covering letter sent along with 

the particulars of applicants asking 

the employer to indicate which of 

the applicants have been selected. 

 
X-83 A proforma on which is recorded 

the particulars of applicants 

submitted in bulk to an employer. 
X-85 A standard letter used for bringing 

to the notice of an employer 

coming within in the purview of 

the Employment Exchange 

(Compulsory   Notification of 

Vacancies) Act, 1959, the 

provisions of the Act regarding 

notification of vacancies and 

rendition of quarterly/biennial 

returns. 
X-87 

 

 

 

 

 

 

 

 

 

 

X-88 

A standard letter used, when 

reminding the employer coming 

within the purview of the 

Employment Exchanges 

(Compulsory Notification of 

Vacancies) Act, 1959, who has 

failed to render quarterly/biennial 

return. 

 

A standard letter used for bringing 

to the notice of the employer 

coming under the Employment 

Exchanges(Compulsory 

Notification of Vacancies)Act, 

1959, the omissions/discrepancies 

in returns submitted by him. 

 
X-89 A standard second reminder to the 

employer coming within the 

purview of the Employment 

Exchange(Compulsory 

Notification of Vacancies) Act, 

1959, who fails to render 

quarterly/biennial return pointing 

out that the failure to render the 

return will attract penalty under 

Section 3(ii) of the Act. 

 
Form 

used for 

notifi-

cation of 
Vacancies

. 
  

A form used for notification of 

vacancies to the Employment 

Exchange, both by Act and Non-

Act establishments.  The form is 

prescribed under E.E. (CNV) 

Rules, 1960. 

 
EM-I An Employer's Card(envelope 

used for recording details of 

employers and for filling papers 

pertaining to them). 
EM-IA A continuation form used along 

with EM-I for recording details of 

contact with employer. 
EM-2 A book record of employers 

covered under EM-I Programme. 

 
 

ER-I 
Quarterly employment return to be 

rendered to the local Employment 

Exchange by all establishments in 

the Public Sector and all private 

establishments covered under the 

EM-I programme. 

 
ER-II Biennial occupational return to be 

rendered to the local Employment 

Exchange by all establishments in 

the public sector and all private 

establishments covered under the 

EM-I programme. 

 
EE 

(CNV)-1 
Quarterly summary of statistics of 

work done in connection with the 

EE(CNV)Act, 1959.  

 
EE 

(CNV)-2 
Annual summary of statistics of 

work done in connection with the 

EE(CNV)Act, 1959.  

. 

 
C.G.R 

Form 
Annual return regarding Census of  

Central Government  employees as 

on 31
st
 March of year. 
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V.G.-I A card envelope used for recording 

details of guidance and related 

matters and for filing papers 

pertaining to them. 

 
 

 

V.G.-IA 

"Personal Information Form" used 

in connection with individual 

guidance for recording details 

useful for appraising the 

applicant‟s  vocational fitness. 

 
V.G.-IF A service unpaid card used by 

guided applicants for further 

assistance or information. 

 
 

V.G.63 
A running record of applicants 

guided individually. 

 
 

V.G.64 
A running record of applicants 

participating in group discussions. 

 
 

V.G.65 
A running record of persons 

seeking individual information. 

 
 

V.G.66 
A running record of visits of 

Employment Officer to 

educational institutions. 

 
V.G.67 A running record of training 

admission/apprenticeship. 

 
 

V.G.68 
A running record of work done in 

Registration Guidance. 

 
 

V.G.69 
A running record of review of old 

cases. 
 Statistical Returns 
E.S. 1. 

(Monthly) 
Return showing the work done 

by the Employment 

Exchanges/Career Centres in 

respect of all categories of 

applicants 

Registrations, Placements, 

Submissions, Live Register, 

Vacancies Notified, Vacancies 

filled,  etc. {previous ES 

1.1(monthly), ES 2.3(Half-yearly) 

and ES 2.4(Half-yearly) have been 

merged } 

 

 
E.S.2 

(Monthly) 
Return showing the Number of 

Applicants registered, placed and 

number on Live Register, by age, 

gender, educational level, 

category, etc. {previous ES 

1.4(Annual) and ES 2.1(Half-

yearly) have been merged } 

 

 

E.S.3 
(Monthly) 

Return showing the details of 

Vacancies notified, filled, 

cancelled, outstanding, etc  by 

NCO{previous ES 1.2(Annual) 

modified}. 
  
E.S.1.6 

(Annual) 
Number of Vacancies reported by 

Establishments as unfilled due to 

shortage of suitable applicants with 

reasons, therefore(Now 

discontinued). 

 
  
E.S.4 
(Monthly) 

Return showing the details of 

Trade-wise distribution of 

craftsman trained at the ITI and 

full term apprentices trained under 

the Apprenticeship Act {previous 

ES 2.2(Annual) modified} 
  
  
E.S. 5 

(Half 

Yearly) 

 

 

 

 

 

E.S. 6  

Return showing the work done in 

respect of  all Persons with 

Disablities(PwDs) applicants, etc. 

{previous ES 2.5(half-yearly) 

modified}.  

 

Vacancies notified, filled, 

cancelled and outstanding by 

sectors {Previous ES 1.3(Annual) 

modified} 
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E.S.7 

(Half 

Yearly). 

  

 

Promotion of Self Employment in 

rural and urban areas {Previous ES 

2.7(half yearly) modified} 
E.S.8 
(Quarterly) 

Work done in respect of 

Vocational Guidance and 

Employment Counselling 

programme category-wise (Total 

all category, SC, ST, OBC, PH & 

Women) {Previous ES 3(quarterly) 

modified}. 

 
C.P.-I 
(Quarterly) 

Return for furnishing information 

regarding vacancies notified for  

Bulletin on Job Opportunities in 

India. 

Note 1)The Employment Exchanges/Career 

Centres/Employment Portals using online 

mode for providing  various services, will  

use relevant forms as mentioned in the NCS 

Part of this Manual and recommended by 

the  Special Working Group  for 

establishment of National Career Service in 

2014 . 
Note (2) Some forms like X-58, 59 X-88, X-89, etc  

are templates only and are helpful for newly posted 

officers for drafting the content of communications. 

Detailed information has been included in Appendix 

(1) of Volume. II NESM 2022. Some forms like X-

IA, X-IB, etc are not meant for online system as per 

provisions of existing NESM. These are mainly used 

in offline system/conventional system 
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CHAPTER- V 

 

             NATIONAL INDUSTRIAL CLASSIFICATION 

 

 

 

 

 

 

 

 

 

  Industrial Classification 

 

5.1    In order that information regarding 

employment and unemployment in various 

sectors of economy be more specifically 

known, National Industrial Classification of 

all economic activities has been prepared by 

the Government of India being used by its 

various fact finding agencies.  This 

classification is called the "National 

Industrial Classification". 

 

5.2    Code numbers have been devised for 

each industrial group on what is known as the 

'digit' system for use in Employment 

Exchange records.  This system is related to 

international usage as recommended by the 

I.L.O Employment Officers must study the 

National Industrial Classification system so 

that they may be able to classify the vacancies 

industrially. 

 

5.3    It is important that the concept of 

industry should not be confused with that of 

occupation, 'Industry' means that sector of 

economic activity in which the earner is, or 

was engaged, e.g., textile industry, 

automobile industry etc., whereas the 

'occupation' describes the exact function that 

an individual performed in that sector, e.g., 

filter, carpenter, etc. 

 

 

 

 

 

 

 

 

 

 

 

 

 

Classification of order Cards/Vacancies. 

 

5.4    The National Industrial Classification 

code number, appropriate to the economic 

activity of the employer who notifies the 

vacancy , should be entered against, the item 

N.I.C on the top right hand corner of the front 

page of Order Card(X-2). 

 
5.5 The system that has been followed in the 

construction of National Industrial Classification code 

has been outlined in  
the „Explanatory Note‟ given in the  "National 

Industrial Classification" .  The Principles to 

be observed in the Industrial Classification of 

applicants, employers  and vacancies have 

also been given there in detail with illustrative 

examples.  Employment Officers and other 

members of the staff should make themselves 

fully familiar with these numbers and ensure 

that appropriate and correct industrial codes 

are used while booking vacancies  and work 

related to EMI  
 

5.6  Some useful details about NIC are given 

below for better understanding of NIC- 2008. 

For more details,  website of concerned 

Ministry (mospi.gov.in) may be visited.
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(a) The National Industrial 

Classification (NIC) is an essential 

Statistical Standard for developing 

and maintaining comparable data 

base according to economic 

activities. Such classifications are 

frequently used in classifying the 

economically active population, 

statistics of industrial production and 

distribution, the different fields of 

labour statistics and other economic 

data such as national income. 

Comparability of statistics available 

from various sources, on different 

aspects of the economy, and usability 

of such data for economic analysis, 

are prerequisite for standardization 

of a system of classification. 

(b) Statistical Unit and Rules of 

Classification : The basis of 

classification being the nature of 

economic activity carried out in an 

establishment it follows that the unit 

of classification is taken as the 

establishment. The term 

“establishment” is defined as an 

economic unit, which is engaged in 

one or predominantly one economic 

activity (as identified by the activity 

codes in NIC-98) at a single physical 

location under single ownership 

control of a firm or enterprise, which 

may have more than one 

establishment engaged in different 

activities at the same location or the 

same activities at different locations. 

Each establishment is to be counted 

separately and classified 

appropriately. Where a single 

physical establishment is engaged in 

one or more than one activity it 

would be desirable to treat each of 

the component technical units as a 

separate establishment but where it is 

not possible to separate technical, 

ancillary or welfare units from the 

parent establishment, the 

establishment will have to be 

classified into one or the other 

groups in the classification according 

to the major activities of the 

establishment. The major activities 

of the establishment should be 

measured with regard to the value 

added by production of different 

products and services or net revenue 

derived from various activities. 

Where such assessment is not 

possible, classification may be done 

in terms of gross revenue attributed 

to the products, or services of the 

establishments, the number of 

persons employed for various 

activities. 

(c) National Industrial Classification – 

2008: National Industrial 

Classification 2008 (NIC-2008) is a 

revised version of NIC-2004. The 

38th session of the UN Statistical 

Commission recommend that 

countries should make an effort 

either to adopt national versions of 

the ISIC, Revision 4, or to adjust 

their national classifications in such 

a way that data can be presented 

according to the categories of the 

ISIC, 10 Revision 4. Specifically, 

countries should be able to report 

data at the two-digit (division) level 

of the Classification without a loss of 

information; that is, national 

classifications should be fully 

compatible with this level of the 

ISIC, or it should be possible to 

arrange them. India being a part of 

the UN Expert group on 

classification, decided to adopt 

ISICrev. 4 as a basis to build up 

revised version of its own activity 

classification, NIC-2004. The 

National Industrial Classification 

2008 seeks to provide a basis for the 
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standardized collection, analysis and 

dissemination of industry (economic 

activity) wise economic data for 

India. Apart from being the standard 

industrial classification, that 

underpins Indian Industrial Statistics, 

NIC is widely used by the 

government agencies, industry 

associations and researchers for 

various administrative, analytical and 

research purposes. The revised NIC-

2008 provides a more contemporary 

industrial classification system. 

Changes in structure and 

composition of the economy, 

changing user requirements and 

comparability with international 

standards have been taken into 

account while developing NIC-2008. 

The structural difference between 

NIC-2004 (based on ISIC-rev.3.1) 

and NIC-2008 (based on ISIC-rev. 4) 

is in grouping of activities since 

more emphasis on „relevance‟ was 

considered.  

(d) All the activities are grouped into 

several “activity groups” or 

“tabulation categories” in a 

hierarchical manner. Activities are 

first grouped into „section‟ 

alphabetically coded from A through 

U, every section is divided into 

„division‟ with 2-digit numeric code, 

every division into „group‟ with 3-

digit numeric code, every group into 

„class‟ with 4-digit numeric code and 

every 4-digit class into 5-digit „sub-

class‟. The structure is illustrated 

below.  

 

 

 

 

 

 

 

Level                             Description  

Section C                       Manufacture  

Division13   Manufacturing of 

textiles 

 

Group 131                     Spinning, weaving 

and                                       

finishing of textiles 

 

Class 1311                       Preparation and 

spinning                                   

of textile fibres  

 

Sub-Class 13111             Preparation and 

spinning                                

of cotton fibre 

including blended 

cotton   

 

                                          

The structure of NIC-2008 is 

identical to the structure of ISIC Rev. 4 up 

to 4-digit level „class‟. Classes were then 

divided into 5-digit „sub classes‟ according 

to national requirements.  

 

 

5.6.1 Salient features of NIC-2008: 

 

(i) The sections A to Q of NIC-2004 

have been replaced by sections A to 

U in respect of NIC-2008. NIC-2008 

has 21 sections, 88 divisions, 238 

groups, 403 classes and 1304 sub-

classes. 

 

(ii) NIC-2008 is comparable with ISIC 

Rev.4 till 4-digit classes in totality.  
 

 

(iii) The concept of shadow classes 

introduced in NIC-2004 has been 

done away with in NIC2008 as the 

emphasis has been given on activity 

rather than type of operation and 

scale of operation. 11  
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(iv) In NIC-2008 some of the 5-digit sub-

classes of NIC-2004 have been made 

separate 4-digit classes e.g. 

„Growing of Sugarcane (01115)‟, 

„Growing of tobacco (01114)‟, 

„Growing of fibre crops (01113)‟ & 

„Growing of flowers (01122)‟.  

 

(v) Repair and installation of machinery 

and equipment has been classified as 

a separate division (Division-33) in 

NIC-2008.  
 

 

(vi) Repair of Personal & Household 

goods (5260 of NIC-2004) has been 

removed from section-G (wholesale 

and retail trade; repair of motor 

vehicles and motor cycles) and now 

included in section-S (other service 

activities).  

 

(vii) Publishing activity which 

was included in division-22 of 

manufacturing section in NIC2004 is 

now included in division-58 

(publishing activities) of NIC-2008 

under section-J (information and 

communication).  
 

 

(viii) Activity „water supply‟ under 

division-41 (Electricity, Gas and 

Water Supply) of NIC2004 is now 

included in Section-E (water supply; 

sewerage, waste management and 

remediation activities).  

 

(ix) Explanatory notes of ISIC Rev.4 at 

1/2/3 – digit level have been 

incorporated in NIC2008 as 

Annexure for better understanding of 

the revised classification.  

 

Under 4-digit classes of NIC-2008, inclusion 

and exclusion statements have been included 

in the detailed structure itself to remove 

ambiguity in the scope of classification and 

to facilitate the classification of economic 

activity distinctly     
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The N.C.O and its uses 

 

6.1 The performance of the placement 

function as also the statistical accounting of 

manpower data in the Employment Service 

essentially demands a systematic 

classification of occupations in the world of 

work. It is with this end in view that a 

National Classification of Occupations 

(Occupational Dictionary) has been 

prepared. The National Classification of 

Occupations(N.C.O.) has been prepared on 

the basis of an International classification 

system recommended by the I.L.O . It 

classifies, defines and describes the various 

occupations available in the country giving 

the standard and alternative occupational 

titles. The International code structure for 

classifying occupations has to some extent 

been modified by a Committee of Experts, 

to suit Indian conditions. The definitions in 

the N.C.O give the overall functions and 

operations performed by the worker 

generally, in the order of sequence including 

the tasks which the worker may also do in 

addition to his normal duties. They also 

indicate the special knowledge regarding the 

particular as well as allied occupations 

which the worker in that occupation may 

possess by virtue of his professional 

qualifications and experience. All this 

information provided in the publication is of 

particular help to Employment Officers in: 

 

(i) classifying applicants who call for 

employment assistance; 

 

(ii) classifying vacancies notified by 

employers; 

 

(iii) matching suitable applicants against 

demands; 

 

 

 

 
(iv) assessing the comparative skill and 

knowledge of workers within the 

same occupation 

 

(v) reporting statistical data concerning 

the employment market; and 

 

(vi) classifying occupational literature. 

 
 

6.2 The occupational classification 

system is also of great importance in the 

analysis of data relating to employment, 

unemployment, under-employment, labour 

force statistics, migration, training, work 

study, occupational hazards, etc. 

 

6.3 Apart from the use made of the 

N.C.O. by the Employment Service, other 

agencies such as the Registrar General of 

India, Planning Commission(Now NITI 

Aayog), National Statistical Office, National 

Institute of Labour Economics Research & 

Development( formerly Institute of Applied 

Manpower Research), etc. and industrial 

establishments are also making increased 

use of this classification system. 

 

Concept of Occupation 

 

6.4 The following definition of an 

occupation was adopted by the 6
th

 

International Conference of Labour 

Statisticians: 

 

"An occupation is a trade, 

profession or type of work performed by an 

individual irrespective of the branch of the 

economic activity to which he is attached." 

 

The same concept of an occupation 

has been adopted in the National 

Classification of Occupations. The 

Occupation of any person is the kind of 

work, which he performs. The nature of the 

CHAPTER VI 

OCCUPATIONAL CLASSIFICATION 
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factory, business or service in which the 

person is employed has, however, no 

bearing upon the classification of the 

occupation. It is a person's occupation 

independent of his industrial association that 

is important in an occupational 

classification. There is, therefore, a clear 

distinction between an occupational 

classification and an industrial classification. 

The former embraces what an individual 

does, in the economic structure of the 

industry. A man's occupation is the type of 

work he performs.   His industry is the type 

of commodities/services, which his 

employer produces. For instance, a 

carpenter may work in the shipbuilding 

industry, the food processing industry or a 

steel plant, but by occupation, he will be a 

carpenter. 

 

Principal Technical Terms 

 
6.5 It may be useful to understand the 

following technical terms while learning the 

use of the N.C.O : 

 

(i) Position: A worker performing a 

number of closely related tasks in 

any particular establishment is said 

to be holding a 'position'. 

 

(ii) Job: A number of similar "Positions" 

in a particular industry/establishment 

combine together to form a "Job". 

 

(iii) Occupation: Similar jobs spread all 

over the country in different 

industries/establishments form an 

"Occupation." In the N.C.O., it 

represents the average picture of 

work performed in that occupation 

throughout the country. 

 

To illustrate, Sri X occupies a 'Position' of 

Assistant Employment Officer in an 

Employment Exchange (performing a 

number of tasks), two other persons who are 

employed in the same capacity in that office 

make it a total of three 'Positions.' The 

three 'Positions' grouped together are a 'Job.' 

The occupation of an Assistant Employment 

Officer is a group of similar 'Jobs‟ found 

in all Employment Exchanges in India. The 

term 'separate job' is often used 

interchangeably with the term 'occupation.' 

Thus it may be said that there are about 

three thousand 'separate jobs' or 

'Occupations' in India as classified in the 

N.C.O. There are of course many more 

times the number of jobs and there are as 

many 'Positions' as there are employed 

workers in the country. 

 

(iv) Family: A 'Family' is the smallest 

group in the N.C.O comprising of a number 

of similar or related occupations. 

 

(v) Group: A number of such families 

which are closely, related or are similar, 

combine together to form a 'Group' of the 

N.C.O. 

 

(vi) Sub-Division: A number of such 

„Groups‟ which are closely related or are 

similar combine together to form a “ Sub- 

divisions” of the N.C.O. 

 

(vii) Division: Similar ' Sub-divisions ' of 

occupations have been arranged together to 

form different 'Divisions' of the N.C.O A 

Division is the broadest classification of 

allied occupations. 

 

(viii) Skill Level: This is a function of the 

complexity and range of the tasks and duties 

involved. 

 

(ix) Skill Specialization – This shows the 

field of knowledge required, the tools and 

machinery used, the materials worked on 

and the kinds of goods and services 

produced. 
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(x) Standard Title: 'Standard Occupational 

Title‟ is the name or designation by which 

the Occupation is commonly known in the 

country and is easily understood by 

everyone. This is indicated in bold letters in 

the N.C.O. If an occupation is known by 

other names also is some parts of the 

country, these names are regarded as 

alternative names or 'Alternative Titles' in 

the N.C.O which are indicated immediately 

after the standard title. 

 

(ix)   Definition:     A narrative description 

of the content of an occupation giving an 

idea of the work performed, explaining 

what the worker does, how he does it, why 

he does it, and what he may perform in 

different positions or in different places 

of work. 

 

Coverage of N.C.O and Classification 

System 

6.6 All civilian occupations so far 

identified in the country have been grouped 

in a hierarchic system. In this system, 

Occupations have been grouped into 

Occupational Families, the families being 

grouped into Occupational Groups, which in 

turn are grouped into Occupational Sub- 

divisions and Occupational Sub-divisions 

are grouped together in to Occupational 

Division. 

 

6.7 The basic principle adopted in the 

grouping or classification of occupations in 

the N.C.O is the skill level involved in 

performance of the occupation and 

similarity of the work performed. 

 

6.8 In the N.C.O occupations with 

similar characteristics of work and requiring 

similar level of skill for their performance 

are grouped together and they are more 

closely related to one another in any 

particular Family, Group, Sub-division or 

Division than occupations outside it. The 

classification of an occupation in a particular 

Division, Sub-division, Group and Family 

gives an idea of the type of tasks and the 

level of skill, which are expected of the 

worker. That is to say, the very 

classification throws light on the nature of 

work & skill involved in the occupation. 

The classification of the occupations is on 

the basis of the nature of the task performed 

and not on the basis of industry, in which it 

is found. A carpenter has been defined only 

once along with other carpenters. In fact a 

carpenter is found in the 'Railways, Ship- 

yard, Coach Building Industry, Construction 

Work, etc. The occupations have not been 

defined by industries. An effort has, in fact, 

been made to avoid use of titles suggestive 

of particular industry. Nevertheless, some 

Groups or Families had to be described in 

words similar to those used in the Industrial 

Classification, for want of better 

terminology. 

 

6.9 Apart from what has been stated 

above, it may be found that two or more 

occupations are sometimes very much 

similar to each other and no significant 

training and /or experience is required for 

transferring a worker from one to the other. 

They have, therefore, been profitably 

combined together under one occupational 

title and code. 

 

6.10 The occupational hierarchy in this 

classification system runs upwards from 

Occupations to Families, Groups, Sub- 

divisions and Divisions. A number of 

similar Occupations are grouped under one 

Family. A number of Families of allied 

occupations are combined into Groups, a 

number of related groups are combined into 

Sub-divisions and a number of related Sub- 

divisions are assigned to Divisions. 
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Code Structure 

 

6.11 A numerical coding system is 

adopted in the N.C.O . The code number of 

each Occupation consists of 5 levels, 

formed in the following manner:- 
 

 

i. Each Division is assigned a single digit 

code number as 1, 2, 3..9 etc.    
 

ii. As each Division is divided into a 

number of Sub-divisions, each of these 

Sub-divisions within the Division has a 

two digit code number. As the Sub- 

divisions have been further divided 

into Groups, each Group has got a 

three digit code number. Each Group 

has further divided into Families, each 

Family has got a four digit code. 

 
 

iii For occupations within the Family, two 

more digits are added, thus making a six-

digit code number. 2 digit after 

occupational code represents QP NOS The 

allocation of a eight-digit code number for 

an occupation is illustrated below:- 

 

 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

iv After 4 digit family code there is  

decimal First two digits after decimal 

represents individual occupations 

within a Family are numbered in 

sequence like 01, 02, 03…99  etc. 

usually leaving intervals of five or ten 

between numbers, depending on the 

number of Occupations to be 

accommodated within the family. 

Shorter intervals are occasionally given 

between the code numbers of two 

consecutive occupations to indicate 

that the relationship between the two 

occupations is closer than that between 

the other occupations in the family. 

Similarly, larger intervals are 

sometimes left between code numbers 

to indicate that these occupations are 

less closely related than the other 

Aggrega-

tion 

Title Code 

Number 

Division Service & Sales 
Worker 

5 

Sub-

division 
withi

n the 

Divis

ion 

Personal Service 

Workers 

51 

Group 

within 

the Sub- 

division 

Hair-dressers, 

beauticians & 

related workers 

514 

Family 

within the 

Group 

 

 Beauticians & 

related workers 

5142 

Occup

ation 

within 

the 
family 

Beautician 5142.0100 
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occupations in the Family. Last 2 

digit after occupational code 

represents QP NOS. 

 
6.12  There are a few coding 

conventions which are employed to 

give some indication of the nature of 

the occupations within the families 

concerned. They are explained below:- 
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i) “Professionals” and “Technicians & 

Associate Professionals” have been included 

in the Division 2 and 3. They have been 

assigned separate Sub-divisions in the 

appropriate categories. 

 

Professionals: Professionals increase the 

existing stock of knowledge, apply scientific 

or artistic concepts and theories, teach about 

the foregoing in a systematic manner, or 

engage in any combination of these three 

activities. Most occupations in this division 

require skill at the  fourth skill level. 

Technicians and Associate Professionals: 

Technicians and associate professionals 

perform mostly technical and related tasks 

connected with research and the application 

of scientific or artistic concepts and 

operational methods, and government or 

business regulations, and teach at certain 

educational levels. Most occupations in this 

Division require skills at the third skill level. 

 

(ii) The prefixes A, B and C have been used 

for the classification of Apprentices, 

Foremen/Supervisors and Instructors 

respectively. 

 

Apprentices,  learners  and  trainees, 

including such of the trainees who have to 

undergo training partly within the enterprise, 

establishment, factory, etc., and partly in a 

school or institution, as in the case of 

apprentices under  the  Apprentices Act, 

1961,are classified by prefixing 'A' to the 

occupational code,   Apprentices, learners, 

trainees,  etc.,    in  professional 

occupations(such as  Law,  Chartered 

Accountancy, Engineering, Pharmacy, etc.) 

are to be classified likewise. 

 

Foremen/Supervisors whose duties are 

chiefly supervisory, or involve the 

application principally of practical skills 

similar to those of workers supervised, i.e., 

those who participate actively in the same 

work as that performed by the workers 

supervised are classified according to the 

occupation  of workers  supervised 

with a prefix 'B' .  A few examples of 

workers performing supervisory functions 

are: head waiter, principal book keeper, 

typing pool supervisor, principal steward, 

chief information assistant, principal analyst, 

etc.  These workers are all engaged on 

the same type of work as is performed by 

the workers  supervised; hence their 

Occupational code number is the same as 

that for the  workers  supervised with 

the prefix 'B'. 

 

Such supervisors are distinct from those 

classified as Clerical Supervisors, like 

Section Officer or as Sales Supervisors, 

Wholesale Trade Sales Supervisors, Retail 

Trade Sales Supervisors (In these cases „B‟ 

will not be prefixed as these supervisors 

have an independent code number. 

 

Instructors  in charge of in-plant 

training, as distinguished from institutional 

training are classified according to the 

occupation of trainees/apprentices 

instructed with a Prefix „C‟ Lecturers, 

Professors, etc. teaching in institutions like 

colleges, universities, etc. are classified 

under Teaching Professionals (Sub-division 

23). Thus a Surgeon, Mechanical Engineer 

or an Economist engaged in teaching in a 

university or college will be classified under 

Family 2310 and not under the occupational 

families relating to Surgeons, Mechanical 

Engineers or Economists. 

 

(iii) The N.C.O classifies Shop-floor 

Supervisors and Foremen along with 

Operatives in their particular fields in 

Division 7 & 8. All such Supervisors and 

Foremen have been classified in the 

respective occupational groups in a separate 

Family, represented by digit '8' at the unit 
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place in the four digit code numbers. They 

are all round men, who supervise a number 

of workers engaged on a wide range of tasks 

and functions. For example Supervisor and 

Foremen Plumbing is allotted independent 

code number 3123.0301 as they supervise 

workers engaged in plumbing, Plumber is 

given code number 7126.0101 similarly 

Welder is  allotted independent code number 

7212.0301 whereas the code for Welding 

Supervisor who supervises the work of is 

3122.4702. These personnel are responsible 

for accomplishing a complete job or 

manufactured article requiring one or more 

production processes, etc. 

The latter type of 'Supervisors' are basically 

experienced workers, who often rise to 

supervisory positions. 

 

Occupational Content of the Divisions 

into which Occupations have been Coded 

in the N.C.O. 

 
6.13 (i) MANAGERS (Division-1) 

 

Managers plan, direct, co-ordinate and 

evaluate the overall activities of enterprises, 

governments and other organizations, or of 

organizational units within them, and 

formulate and review their policies, laws, 

rules and regulations 

 

(ii ) PROFESSIONALS(Division-2) 

 

Professionals increase the existing stock of 

knowledge, apply scientific or artistic 

concepts and theories, teach about the 

foregoing in a systematic manner, or engage 

in any combination of these activities.  

(iii ) TECHNICIANS AND 

ASSOCIATE PROFESSIONALS 

(Division-3) 
Technicians and Associate Professionals 

perform mostly technical and related tasks 

connected with research and the application of 

scientific or artistic concepts and operational 

methods, and government or business 

regulations. 

 

 (iv ) CLERKS/ CLERICAL SUPPORT 

WORKERS(Division-4) 

Clerical support workers record, organize, 

store, compute and retrieve information 

related, and perform a number of clerical 

duties in connection with money-handling 

operations, travel arrangements, requests for 

information, and appointments. 

(v) SERVICE AND SALES WORKERS 

(Division-5) 

 

Service and Sales Workers provide personal 

and protective services related to travel, 

housekeeping, catering, personal care, or 

protection against fire and unlawful acts, or 

demonstrate and sell goods in wholesale or 

retail shops and similar establishments, as 

well as at stalls and on markets 

(vi) Skilled Agricultural, Forestry and 

Fishery Workers (Division-6) 

 

Skilled agricultural, forestry and fishery 

workers grow and harvest field or tree and 

shrub crops, gather wild fruits and plants, 

breed, tend or hunt animals, produce a 

variety of animal husbandry products, 

cultivate, conserve and exploit forests, 

breed or catch fish and cultivate or gather 

other forms of aquatic life in order to 

provide food, shelter and income for 

themselves and their households. 
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(vii) Craft and Related Trades Workers 

(Division-7) 

 

Craft and related trades workers apply 

specific knowledge and skills in the fields to 

construct and maintain buildings, form metal, 

erect metal structures, set machine tools, or 

make, fit, maintain and repair machinery, 

equipment or tools, carry out printing work 

produce or process foodstuffs, textiles, or 

wooden, metal and other articles, including 

handicraft goods. The work is carried out by 

hand and by hand-powered and other tools 

which are used to reduce the amount of 

physical effort and time required for specific 

tasks, as well as to improve the quality of the 

products. The tasks call for an understanding 

of all stages of the production process, the 

materials and tools used, and the nature and 

purpose of the final product. 

(viii) Plant and Machine Operators, 

and Assemblers (Division-8) 

 

Plant and Machine Operators, and 

Assemblers operate and monitor industrial 

and agricultural machinery and equipment on 

the spot or by remote control, drive and 

operate trains, motor vehicles and mobile 

machinery and equipment, or assemble 

products from component parts according to 

strict specifications and procedures. The 

work mainly calls for experience with and an 

understanding of industrial and agricultural 

machinery and equipment as well as an 

ability to cope with machine paced 

operations and to adapt to technological 

innovations. 

(ix) ELEMENTARY 

OCCUPATIONS (Division-9) 

 

Elementary Occupations involve the 

performance of simple and routine 

tasks which may require the use of 

hand-held tools and considerable 

physical effort. Tasks performed by 

workers in elementary occupations usually 

include: cleaning, restocking supplies and 

performing basic maintenance in apartments, 

houses, kitchens, hotels, offices and other 

buildings; washing cars and windows; 

helping in kitchens and performing simple 

tasks in food preparation; delivering 

messages or goods; carrying luggage and 

handling baggage and freight; stocking 

vending machines or reading and emptying 

meters; collecting and sorting refuse; 

sweeping streets and similar places; 

performing various simple farming, fishing, 

hunting or trapping tasks performing simple 

tasks connected with mining, construction 

and manufacturing including product-

sorting; packing and unpacking produce by 

hand and filling shelves; providing various 

street services; pedaling or hand-guiding 

vehicles to transport passengers and goods; 

driving animal-drawn vehicles or machinery. 

Supervision of other workers may be 

included.  

 

           How to locate an occupation in NCO 
6.14 To facilitate speedy location of an 

occupation in the N.C.O , it is essential that the 

occupational classification system and the code 

structure should first be mastered. It is also 

necessary that the nature and field of work and 

basic requirements of occupations are known. 

On the basis of this knowledge, firstly the 

division should be located, secondly the sub-

division, thirdly the group, fourthly the family 

and finally the occupation and QP-NOS.   For 

instance, the occupation of a Tool Maker who is 

a skilled craftsman,                                       would be available under 

Division 7 (Craft and Related Trades Workers), 

Sub-division 72(Metal, Machinery and Related 

Trades 
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Workers), Group 722(Blacksmiths, 

Tool Makers and Related Trades 

Workers) Family 7222 (Tool Makers 

and Related Workers) and finally at 

the code No. 7222.0200. The 

occupation of a General Clerk who 

belongs to the clerical category will 

obviously be under Division 4 

(Clerks/ Clerical Support Workers), 

in Sub-division 41(General and 

Keyboard Clerks) in Group 

411(General Office Clerks) and in 

Family 4110(General Office Clerks) 

at Code No. 4110.0100. The 

occupation of a Domestic Servant 

which is an elementary occupation 

will, therefore, be in Division 9 

(Elementary Occupations) under Sub- 

division 91 (Cleaner and Helpers) in 

Group 911 (Domestic, Hotel and 

Office Cleaners and Helpers), in 

Family 9111 (Domestic Cleaners 

and Helpers) at Code No. 9111.0100  

 

 
6.15 The use of the code number in the 

N.C.O meant for residuary 

occupations should only be resorted 

to after a thorough search has failed 

to locate a code number to suit the 

occupation concerned. 

 
Importance  of Correct 

Occupational Classification 

 
6.16 The importance of correct 

occupational classification on Index 

Cards                                   and Order Cards is the key to 

effective placing and accurate statistical 

work and should be done by careful and 

intelligent use of the N.C.O. For 

facilitating work and for ready 

reference an Index giving the titles of 

occupations in alphabetical order 

indicating the code numbers both for 

the NCO-2004 and NCO-2015 is given 

at the end of the 

N.C.O.    Care should be taken to 

see that this alphabetical index is 

used only as an aid to the technique 

of allotment of occupational code 

numbers as given in para 6.14 

above. 

 
 

Identification and 

Classification of  New 

Occupations 

 
6.17 The coverage of the N.C.O is by 

no means complete. New occupations 

arise and changes in existing 

occupations take place from time to 

time owing to technological changes in 

the economy, Jobs also change 

sufficiently to make definition of 

occupations published in the N.C.O 

unsatisfactory for operating functions 

of the Employment Service. 

Employment Officers  who are in day-

to-day touch with the applicants and the 

employers are likely to come across a 

number of occupations, the definitions 

of which are not in conformity with 

those given in the N.C.O . 

Consequently, an accurate classification 

of applicants and vacancies in such 

occupations becomes difficult. The 

following procedure is, therefore, laid 

down with a view to overcome these 

difficulties. 
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6.18   Whenever an Employment 

Officer in the course of interviewing 

applicants, receiving vacancies, visiting 

employers or otherwise comes across an 

occupation not included in the N.C.O, 

the particulars should be forwarded in 

duplicate to the State Director in the 

form given in Volume II Appendix I (2 

). The State O.I. Unit should then 

examine these details with reference to 

the N.C.O . In case the appropriate 

classification for the occupation so 

reported exists in the N.C.O., the form 

should be returned to Employment 

Exchange indicating the appropriate 

code number. If no appropriate 

classification exists in the N.C.O., the 

State O.I. Unit should forward the forms to 

the D.G.E. along with their comments 

under intimation to the Employment 

Exchange concerned. The D.G.E will 

allocate a specific code number for the 

occupation and also release. 

 
 

 

6.19 The latest NCO document, 

NCO-2015 is hosted on the NCS 

Portal and Website of DGE. The NCO 

2015 is constituted as a dictionary for 

occupational information available in 

Indian economy. The document gives an 

insight into the occupational framework, 

nature of duties involved and the level of 

skill requirement to perform the 

activities in a real time work situation. 

The users of NCO may make use of the 

information for vocational guidance, 

career counselling and various surveys 

and studies undertaken by the user 

agencies. The NCO-2015 has also been 

mapped with the Qualification Packs-

National Occupational Standards (QP-

NOS) to cater to the structural changes 

in the labour market.  Furthermore, 

NCO-2015 repository is dynamic 

enough to reflect the newly emerging 

occupation in the industry.  The rigorous 

Capacity Building Programme for the 

end users (i.e. EEx officers, Government 

officials, YPs, Counsellors, VG Officers 

etc.) of this document are being 

provisioned from time to time by the 

Ministry in consultation with State 

Governments, CIRTES(now NICS) and 

other training institutions. More than 

3,600 career options/ information in 52 

sectors have been mapped out on the 

NCS Portal. 
 

Note: NCO 2015, does not have X-

Division which was mentioned in the 

Code Structure of 2004.  Therefore, till 

the issue of alternate guidelines, the 

Code Structure of X Division of NCO-

2004 may be continued wherever, 

required in the Employment 

Exchange/Career Centre processes. 
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Eligibility 
 

7.1  All citizens of India resident in the 

country are eligible for registration at the 

Employment Exchanges for employment 

assistance.  Subjects of Nepal, Bhutan and 

persons of Indian origin who have migrated 

from Pakistan, Burma , Sri Lanka and East 

African countries of Kenya, Uganda, 

Tanzania, Zambia, Malawi, Zaire, Ethiopia 

and Vietnam with the intention of 

permanently settling in India also are 

eligible for registration.  Similarly, Tibetan 

refugees who came over to India before Ist 

January, 1962 with the intention of 

permanently settling in India are eligible for 

registration.  Other foreign nationals resident 

in India can be registered, provided there is 

no prohibition against employing them 

under the local laws and regulations, or 

other orders sanctioning their stay in 

country.  If an applicant belonging to any of 

the registerable categories applies from out 

side India for employment  assistance, he 

shall be informed that so long as he resides 

outside India, it would not be possible to 

render him employment assistance. 

 

7.2 Applicants above the age of 14 years 

are eligible for registration but there is no  

maximum age limit prescribed for 

registration.  Applicants, whose chances of 

getting employed are remote, being too 

young or too old, apply for registration the 

position should be tactfully explained to 

them and they should be discouraged from 

registering themselves.  If they still insist, 

they may be registered after obtaining a 

written statement to the effect that though 

their chances of employment are remote 

they still desire to be registered, which will  

 

 

 

 

 

be kept in the record. Employment 

Exchanges/Career Centres where online 

registration  facility is available, a dialogue 

box(pop up) should appear to this effect . 

 

7.3 The Employment Service is a free 

Service and no fee shall be levied for the 

services rendered by the Employment 

Exchanges/Career Centres. However, for 

providing skills, career counseling , etc 

through outsourced agencies or third party 

and  placement through placement 

organisations, the appropriate government 

may  provide for mechanism for levy of 

reasonable fee 

 

Place of Registration 

 
7.4  Applicants, unless specially exempted 

by the State Director or the Director 

General, shall be registered at the 

Employment Exchange in whose 

jurisdiction they normally reside. 

 

Hours of Registration 
 

7.5  The registration of job seekers 

would be allowed during all the working 

hours  of the working day.   A notice to 

this effect may be displayed suitably for 

the information of  visitors. In 

Employment Exchanges/Career Centres 

where online registration facility is 

available, the off-line services may be 

restricted to particular hours by the State 

Governments depending upon the local 

conditions. The State Governments may 

endeavour to promote utilisation of online 

services which provide real-time, hassle-

CHAPTER VII 

REGISTRATION OF EMPLOYMENT SEEKERS 
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free services  to job-seekers at anytime, 

anywhere basis. 

 

Procedure for Registration at 

Employment Exchanges  
 

7.6 The registration process should start 

with the Employment Officer and not with 

clerks.  Since the impression created 

among the applicants at the time of their 

first contact with the Employment 

Exchange generally influences their 

attitude, the impact of the registration 

procedure, where the first contact is with 

the Employment Officer, will help to 

create great confidence and goodwill 

among them. In Employment Exchanges/Career 

Centres where online registration facility is 

available, the procedure for registration may be 

reasonably modified by the State Governments 

according to the web portal. However, the 

Exchanges where off�line registration still 

continues, the procedures stated in these paras 

should invariably be followed. 

 

7.7  At the commencement of each day, the 

applicants who have collected at the 

Exchange for registration will be given a 

brief talk by the Employment Officer in 

which the services rendered to the applicants 

including registration and renewal 

procedure, employment trends, job 

opportunities, shortages and surpluses of 

manpower, training facilities, educational 

courses, etc. will be briefly explained with a 

view to motivate the applicants and reorient 

their approach.  The contents of this short 

talk may be modified from time to time to 

suit the requirements of majority of the 

participants.  In smaller Exchanges, where 

there may not be enough applicants to form 

a group, or, where applicants call on one by 

one almost through-out the day, the 

information should be given individually.  

Wherever possible, educated fresher should 

be arranged into homogenous groups and 

given a further talk in which information 

relevant to the group should be explained in 

greater details. 
 

 

7.8 Three different cards will be used for 

registration of applicants by those 

Employment Exchanges which are not using 

Computer for Registration:- 

 

(a) Unskilled category below 

matriculation/high school qualification 

classified in X-Division, unskilled office 

workers and unskilled manual workers-

including Labourers Agriculture (630.20) , 

Loaders and unloaders (971.10)  and 

Labourers not elsewhere classified (999) -

will be registered on Index Card X-1A.    

The entries will be made by the registration 

clerk who will read out the filled in 

information to the candidate before he/she 

signs or puts his/her thumb impression on 

the undertaking on the X-1A card. 

 

 

(b) Educated persons-Fresh Matriculates, 

High School/Higher Secondary, 

Intermediate and Graduates classified in the 

X Division-will be registered on Index Card 

X-1B. 

 

(c ) Professional, technical and skilled 

persons and Post-graduates-will be 

registered on Index Card X-1C. 

 

7.9 

  (a) Candidates under categories  (b) and (c) 

above will be registered by self-registration, 

i.e. , the candidates will fill in the columns 

in the Index Card and Identity Card 

themselves.  Instructions to fill-in the card 

will be provided to the candidates.  In case 
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of applicants who are below Matric and are 

registered on X-1C, the entries will be made 

by the Registration Clerk. The Employment 

Officers will verify the certificates/degrees 

of educational qualification and experience , 

before the 'Identity Card' is separated and 

issued to the candidate. Digi Locker and 

National Academic Depository (NAD) are 

initiatives of Ministry of Electronics and 

Information Technology (MeitY) and 

Ministry of Education (MoE) respectively. 

The concept of NAD is born out of an 

initiative by MoE to provide a 24X7 online 

depository to Academic institutions to store 

and publish their academic awards. The 

digital depository not only ensures easy 

access to and retrieval of an academic award 

but also validates and guarantees its 

authenticity and safe storage. 

Digi Locker is a provider of NAD services 

and aims at ‘Digital Empowerment’ of 

citizen by providing access to authentic 

digital documents to citizen’s digital 

document wallet. The issued documents in 

Digi Locker system are deemed to be at par 

with original physical documents as per 

Rule 9A of the Information Technology 

(Preservation and Retention of Information 

by Intermediaries providing Digital Locker 

facilities) Rules, 2016. Therefore 

verification of documents through Digi 

Lockers may also be accepted. Wherever 

job-seekers visit physically in Employment 

Exchanges/Career Centres or any other 

authorised office  and are comfortable in 

physical verification of documents, this 

option should also be made available to 

them. 

 

(b) In case of qualification for which it is not 

the practice to issue certificate, degree or 

diploma, production of documentary 

evidence should not be insisted upon. 

7.10The Index Cards X-1A , X-1B, and X-

1C will be printed on thick sheet of white 

paper .  For purpose of easy identification, 

red and green stripes measuring not less than 

one cm. in width, will be printed on cards X-

1A and X-1B respectively. 

7.11 Those Employment Exchanges which 

are using Computer will make use of X-

1(Index Card) for registeration of all 

categories of job seekers. 

 

NOTE: Procedure mentioned in 

paras 7.6 to 7.11 
In Employment Exchanges/Career Centres 

where online registration facility is 

available, the procedure for registration may 

be reasonably modified (to the extent that it 

does not affect the uniformity of data or 

integration with National Portal )by the State 

Governments according to the web portal. 

However, the Exchanges where off�line 

registration still continues, the procedures 

stated in these paras should invariably be 

followed. 

 

Directions for Completing the 

Index Card 

 
7.12. Instructions to fill in the Index Cards 

X-1B and X-1C will be provided to the 

candidates.  However, some directions 

which will be helpful in completing the 

different items of the Index Cards,  are 

given below.  Where the answer to any 

item is in the negative, a definite entry no 

or nil will be made; but where there is no 

definite information to be entered against a 
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particular item, a dash will be put so that 

the absence of any information may not be 

taken for failure to obtain it from the 

applicant. 
 

In Employment Exchanges where online 

registration facility is available, the 

software should be developed in such a 

manner that all necessary information 

should be provided by the registrants to 

enable them to consider against vacancies. 

This information shall be collected by 

making mandatory fields in the software.  

For the help job-seekers, necessary  

information in the form of FAQs/web 

assistance or through help book /handbook  

should be made available on the 

Employment Portal. However, the 

Exchanges where off-line registration still 

continues, the procedure stated in this para 

should invariably be followed. 

 

 

Date of birth 

 

The date or year(if date is not available) of 

birth of the applicant will be noted here.  

Applicants will be asked to produce, if 

they can, documentary evidence in support 

of their declaration of age.  If the applicant 

produces satisfactory evidence, the 

endorsement 'V' (Verified) will be made 

against the date of birth recorded.  If not 

the endorsement 'NV' (not verified) will be 

made.  These endorsements and 

subsequent changes if any, will be allowed 

only when the officer I/C of the 

employment exchange is fully satisfied 

with reasons given by the applicant. The 

documents to be accepted in support of 

Date of Birth may be : (1) School 

Certificates(2) Aadhar number (3) 

Certificate of Birth,etc. First preference 

should be given to Date of Birth mentioned 

in the Secondary/Matriculation /10
th

 Class 

certificate.  The State Director may add to 

this list keeping in view the local 

conditions The Digi locker facility should 

also be permitted to prove the age of 

registrants or verification of certificates. 

Provision for verification through 

Digilocker should also be made. 
 

Recommended Occupation 
 

   This will be the Occupation for which the 

applicant is suitable and qualified on the 

basis of work-experience or vocational or 

professional training /Skills possessed by 

applicants and for which he indicates 

preference.  If the applicant does not possess 

significant work-experience or vocational or 

professional training he will be registered in 

the X-Division for general vacancies, on the 

basis of educational qualifications. 

(The X-division does not find place in NCO 

2015, which was mentioned in the Code 

Structure of 2004.  Therefore, till the issue 

of alternate guidelines, the Code Structure of 

X Division of NCO-2004 may be continued 

wherever, required in the Employment 

Exchange/Career Centre Processes)  

 

Note:- Normally job experience for a period 

of  six months, will be necessary for 

considering an   applicant as experienced but 

those who have worked  for periods less 

than six months may also be considered   as 

experienced, provided the nature of the job 

is such that a shorter period of experience is 

considered adequate for reasonable 

proficiency in that occupation. 

 

 To avoid ambiguity in deciding whether a 

candidate is experienced or not, the state 

Governments shall identify the occupations 

in which less than six months of experience 

shall be treated as experienced  and convey 
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this to DGE. . A prescribed  format for 

issuing experience certificate by 

establishments should be used. 
 

 

 

 

 

list as ‘Urban Agglomerations and their 

Units’ published in the Series 1, Primary 

Census Abstract, Table A.5- Census of India 

2001.  Other applicants will be treated as 

belonging to 'Rural Areas' .  The Index card 

and Identity card should be classified as 

Urban or Rural by stamping "U" or 'R' as 

appropriate, on the top of the Index Card. 

 

Qualifications(X-1A)  In respect of 'literate' 

candidates indicate the actual 

qualification/examination passed. 

 

Professional/Technical Qualifications  

(X-1C) - This column should also be used to 

record special qualifications, if any, which 

may be of help in assessing his/her 

suitability for employment.  For instance, in 

the case of craftsmen, information on such 

points as to the machines and tools with 

which familiar, ability to set up or organise 

work, etc. will be entered.  In the case of 

clerical workers, store-keeping, dispatching, 

etc. will be ascertained and recorded.  In the 

case of typists and stenographers, their 

speed in typing and shorthand will be 

entered after testing, for which purpose they 

may be referred to competent bodies, if 

available in the area, but no fee shall be 

charged from them.  The National 

Classifications(record portion) will be made 

use of to the maximum extent possible.   

 

Rank/Work Experience(X-1A)- Previous 

work experience should be recorded in brief 

including the post held.  This column will 

also be used for writing the 'Rank' held at 

the time of discharge in case of ex-

servicemen.  

 

Work Experience(X-1C) (i) Full details of 

previous employment should be entered in 

chronological order.  Applicants claiming 

previous experience will be asked to 
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Alternative Occupation 
 
 ( i ) If an applicant possess qualification and 
experience which render him suitable for 
another occupation in addition to the 
recommended occupation, that will be 
entered as an alternative occupation.  The 
number of alternative occupations, will be 
limited to two or three as decided by the 
State Director. In respect of alternative 
occupations, dummy cards containing 
essential details relating to the applicants 
such as name, registration number, N.C.O 
code No.,  qualification and experience will 
be prepared and kept in the appropriate 
section of the Live Register. 
 
(ii) If applicants registered for specific 
occupations on the basis of their work 
experience or technical or professional 
training desire to be considered for general 
vacancies also, an entry 'general vacancies' 
will be made in the alternative occupation 
column.  
 
(iii) If an applicant does not wish to be 
considered for the job for which (in the 
opinion of  Employment Officer) he is best 
qualified, that occupation will be entered in 
red ink in X-I{Reference Appendix 1(17)  of  
Vol.II}. 
 
Residence 
 
An applicant will be treated as belonging to 
Urban Area if his/her address falls within 
the areas enumerated in State/District-wise 
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produce certificates from the employer.  It 

may be impressed upon them that if they 

produce the certificate in respect of past 

service, the Exchange will be able to give 

due weightage to the experience claimed by 

them. 

 

(ii )  If an applicant is unable to produce 

adequate proof in support of any experience 

or professional ability he claims to possess, 

he should be carefully questioned and if the 

Employment Officer is satisfied of its 

genuineness, the experience or professional 

ability may be entered.  The fact that no 

certificate from the previous employer has 

been produced will be noted by means of an 

entry 'NV' against the respective entries.  In 

the case of technical categories of 

applicants, trade testing facilities, if 

available in the area, shall be utilised to 

verify the genuineness of such professional 

ability or experience, but no fee shall be 

charged from them. 

 

(iii)   Details of present employer, if any, 

will also be entered in this item.  In the case 

of self-employed persons , the word 'Self' 

will be entered in the column 'Name of 

Establishment' and the monthly earnings in 

the column 'Total emoluments'. 

 

NOTE: Employers will be persuaded to 

issue service certificates to their employees  

when they are  retrenched or discharged.  

Government employers as also Quasi-

Government institutions under the    

administrative control of the various 

Ministries of the   Government of India are 

under instructions to issue      Discharge 

Certificates to their employees in the    

standard form prescribed for the purpose 

{See Appendix I (3), Volume     II }. 

 

Undertaking by the Applicant   on the 

revised Index Card (X-1A, X-1B, X-1C, X-1 

Identity Card) , is an undertaking by the 

applicant that the "the information furnished 

is correct and in case it is found false, 

subsequently, the registration will be 

cancelled".  In case the registration of 

applicant is cancelled on this ground he will 

be allowed to get his name registered afresh 

without giving the benefit of seniority in 

registration. 

 

F.O.U. Column:- (i) Physical disability, if 

any may be recorded in this column.  A 

rubber stamp should be used to identify the 

category of the handicapped, e.g., blind, 

deaf and dumb, orthopedically  

handicapped, etc.  

 

(ii) Details about Ex-servicemen and 

repatriates from Burma and Sri Lanka may 

be recorded in the F.O.U Column on the 

back of the Card. 

 

Filling of documents relating to 

Applicants 

 

7.13 All papers relating to and 

correspondence with the applicants should 

be filled separately in monthly folders.  The 

registration number of the applicant should 

be noted on each paper for easy 

identification.  These monthly folders will 

be retained for a period of one year. 

 

Self-Registration 

 

7.14 For the purpose of self-registration, 

an applicant may be asked to complete his 

Index Card with the help of an enlarged 

model Index Card.   Alternatively, a group 

of applicants may complete the permissible 

items of their Index Cards with the help of 

oral instructions and/or the model Index 
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Card and instructions provided for the 

purpose under the guidance of an officer or 

an experienced clerk.  However, special 

qualifications, mobility, recommended 

occupation etc. which are expected to be 

completed by an officer should invariably be 

completed at an individual face to face 

interview during which the items completed 

by the applicant will be reviewed and 

alterations made wherever necessary.  It 

may however, be ensured that the 

information recorded on the Index Card 

meets the prescribed standards. 

 

Registration of Applicants Debarred from 

Government  Service 

 

7.15 The Index Card of an applicant who 

has been declared unsuitable for or has been 

debarred from Government Service will be 

endorsed "unsuitable”  or debarred from 

" Government Service" across its face. 

 

Registration of Applicants Interested only 

in Government Employment 

 

7.16 Applicants who insist that they 

should be considered for Government and 

Quasi-Government vacancies only must be 

specifically warned that they will not be 

considered for other types of employment 

and should be prepared to wait till a suitable 

vacancy of the type required becomes 

available.  An appropriate endorsement 

should be made in red ink at the top left 

hand corner  of the Index Card. 

 

Verification of Character and 

Antecedents 

 

7.17 Employment Exchanges are not 

responsible for verification of character and 

antecedents of applicants which  is, 

primarily, the responsibility of the 

employers themselves.  However, where 

there is evidence from the service 

certificate(s) produced the character, 

antecedents and behaviour (e.g. attendance) 

of an applicant have been unsatisfactory, the 

information should be recorded in the F.O.U 

column.  Similarly, where evidence is 

available, in writing, of meritorious service, 

the good points may be recorded in the 

F.O.U column. 

 

Endorsements on Educational, Discharge 

or Service Certificate 

 

7.18  When an applicant produces an 

educational, discharge or service certificate, 

the name of the Employment Exchange, date 

of registration and registration number will 

be endorsed on its back using a rubber 

stamp.  This is intended to enable Exchanges 

to know whether an applicant is already 

registered elsewhere. 

 

Record of Registration(X-63)  

 

7.19 A running record of Index Cards 

completed at an Exchange will be 

maintained in "Book Record of 

Registration"(X-63).  The Index Cards 

should be serially  numbered, a new series 

being started every calendar year.  The serial 

number in the X-63 should correspond with 

the registration number on the Index Card. 

The special category, if any, to which the 

applicant belongs will be entered using 

appropriate abbreviations under the column 

'category', e.g. 

 

X.S. -   for  Ex-Servicemen. 

D.X.S. -  for Disabled Ex-Serviceman; 

D.G.E.( C )- for Discharged Government 

Employee (Central); 

53



 

Chapter-VII/Part.I/Vol.I/ NESM /2022 

D.G.E.(S )-  for Discharged Government 

Employee (State); 

S.C. -   for Scheduled Caste; 

S.T. -   for Scheduled Tribe; 

O.B.C.- for other Backward Classes; 

(P.H. -   for Physically Handicapped; 

etc 

PwD-           for Persons with Disabilities. 

7.20  At the end for each day, a line will 

be drawn  across the register which, together 

with all Index Cards completed on that day 

will be put up to the senior most officer in 

post that day.  He will check the number of 

Index Cards with the registration numbers 

given in X-63 for the day and append his 

dated signature below the last entry and also 

examine at least ten percent of the Index 

Cards.  On the following morning, the date 

will be written boldly across the whole page 

in red ink, before starting the registration 

work. 

 

7.21 The Record of Registrations will be 

retained for 10 years and destroyed 

thereafter.  If there are applicants who have 

been on the Live Register for more than 10 

years, their names and other relevant details 

will be brought over to a new X-63 which 

will remain in operation after the old one is 

destroyed. 

 

Identity Card (X-10) 

 

7.22 An Identity Card attached to the 

Index Card should be separated and issued 

to each applicant registered at the 

Employment Exchange.  At the time of 

issuing the Identity Card, the applicant will 

be instructed to (i ) preserve it carefully; (ii) 

produce it whenever he calls at the 

Exchange; (iii) quote the registration 

number and N.C.O code No. whenever he 

writes to the Exchange; (iv) hand it over to 

the employer when he is selected and 

appointed as a result of his submission by 

the Exchange; and (v) return it to the 

Exchange in case he finds a job on his own 

or is no longer in need of employment 

assistance. 

 

7.23   If an applicant reports loss or 

damage of his Identity Card  while his 

registration is still valid, a duplicate Identity 

Card marked 'duplicate' at the top will be 

issued to him.  An entry "duplicate Identity 

Card issued on ....(date)" should be made in 

the F.o.U. column of the Index Card. 

 

Postal Registration 
 

7.24 The facility of postal registration 

may be made available to all categories of 

applicants.  However, where there are 

specific reasons, the State Director of 

Employment shall have the discretion to 

restrict this facility at Employment 

Exchanges in the State.  Instructions to this 

effect will be issued by the State Directors 

of Employment under intimation to the 

Directorate General of Employment.  The 

registration will be done on Cards X-1A, X-

1B, X-1C and X-1 as may be appropriate in 

each case.  On receipt of the postal request 

for registration, the Exchange should mail 

the Card X-1A, X-1B, X-1C or X-1 as 

appropriate, to the applicant with 

instructions to send back the filled- in card 

to the Employment Exchange.  On receipt of 

the filled-in cards, the Employment 

Exchange will register the applicant the 

same day and post the Identity Card to the 

applicant under a covering letter.  A running 

record of postal registration should be 

maintained. 
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Registration of Applicants Residing in 

Other Exchange Areas 

 

7.25 If an applicant residing in another 

Exchange area applies for registration by 

post, he will be advised to register himself at 

the Exchange serving the area in which he 

resides.  If he calls at the Exchange 

personally, an appropriate Index Card will 

be completed with out assigning a 

registration number and forwarded to the 

Exchange concerned which will then take 

normal registration action and issue the 

Identity Card under a covering letter to the 

applicant.  However, if he is found suitable 

for a vacancy for which local applicants are 

not available or which requires spot 

submission, he may be registered and 

submitted.  The Exchange, in whose area he 

resides, should be informed of the action 

taken provided he has been registered there. 
If an applicant registers online, he should be given 
facility for verification of his records with the nearest 
Exchange where he resides now, but his registration 
shall be with the Exchange where he permanently 
resides. In case where physical verification of 
documents is required, the States/UTs  may provide 
options  of office/place for such verification. 

 

Registration of  an Applicant whose 

Registration is Transferred from another 

Exchange.  

 

7.26  When an applicant informs the 

Exchange that he is moving to another 

Exchange area his Index Card should be 

transferred to the Exchange serving his new 

place of residence under information to him.   

The Exchange receiving the Index Card thus 

transferred will register the applicant 

immediately on a new Index Card as a fresh 

registration.  The year of original seniority 

should, however, be added at the end of the 

new registration number, as he will be 

eligible to carry with him his original 

seniority of registration and send him the 

new Identity Card by post.  His Index Card 

should be filed in the appropriate section of 

the Live Register behind the cards of 

applicants registered at the Exchange on the 

date of his original registration ( i.e. the date 

from which seniority is to be reckoned).  

The name of the Exchange from where the 

registration was transferred and the date of 

registration at the Exchange should also be 

endorsed in red ink at the top of the Index 

Card and the remarks column on the X-63 to 

facilitate filing as well as tracing the X-1.  

However, the State director may exercise his 

discretion in the matters of retention of 

original seniority depending upon the 

genuineness of a case, when an applicant 

seeks transfer of registration frequently. 

 

It has been observed that the cards 

transferred to other States create problem to 

the employment officer particularly when 

the language used in the card is different 

than the used in the State. In such cases, 

while transferring registration card of an 

applicant to another state the registration 

card should accompany another X-1 card 

with  English translation in order to avoid 

language  problem . 

 

 NOTE: Separate registers may be 

maintained in respect of (i) Index Cards 

received on transfer from other Exchanges 

and (ii) Index Cards transferred to other 

Employment Exchanges.    

 

Live Register 

7.27 Index Cards of applicants requiring 

employment assistance will be filed in 

cabinets according to the N.C.O. divisions, 

groups, families and occupations.  Within 

each occupation, cards will be filed 

according to the registration number of 
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applicants, each drawer of the cabinet 

should be labelled  to show the N.C.O. Code 

Nos., of the cards filed inside.  Within each 

drawer, Card Separators showing the N.C.O 

Nos. to which the cards relate will be used to 

facilitate location. 

 

However, Index Cards in respect of 

Scheduled Caste, Scheduled Tribe 

applicants will be filed first followed by 

OBC and  the rest in each occupation.  Index 

Cards may be filed District/Taluk/Tehsil-

wise within each occupation, if such filing 

facilitates work. 

 

7.28 The method of filing in the X 

Division may be decided in the context of 

local requirements and the size of the Live 

Register.  For instance, the cards of 

graduates and post-graduates may be filed 

together or separately depending on the 

number involved.  In bigger Exchanges, it 

may be necessary to arrange the cards of 

matriculates and/or graduates according to 

the division obtained by them whereas, in 

smaller Exchanges such sub division may 

not be necessary.  The important point to be 

noted is that the filing of Index Cards is only 

a means to an end.  The filing has to be done 

in such a way that tracing of cards for 

selection and other purposes is made easy.  

It should only be safe-guarded that marginal 

changes are not made at random, but only in 

consultation, with the State Director. 

 

7.29  (a)  Whenever it becomes necessary to 

remove an Index Card for a period of time 

likely to be detrimental to the interests of an 

applicant a 'dummy card' on which has been 

entered essential information will be put in 

the place of the Index Card so removed.  

Only when essential, a duplicate Index Card 

may be prepared instead of the dummy. 

 

(b) Identification tabs of different 

colours should be used to identify Index 

Cards on Live Register for particular 

purposes such as degrees of mobility, 

priority categories, etc.  The use of such tabs 

should be restricted to those categories in 

respect of which the Director General or 

State Director have given permission. 

 

Note: Paras 7.27 to 7.29; Index Cards are  to 

be maintained for offline system. For online 

system, the States/UTs may have alternate 

system of maintaining records . But anyway 

records have to be maintained. 

 

Repeat Registration 

 

7.30 When the same applicant applies for 

registration more than once in the same 

month (as may happen in case of casual 

workers), normal registration action will be 

taken but in order to have separate statistics 

of repeat registration, the words 'Repeat 

Regn.' will be entered in the 'remarks' 

column of the X-63.  For statistical 

purposes, each of these repeat registrations 

will be counted once a month. 

 

Addition of Qualifications/Experience 

 

7.31 After the registration, if an applicant 

requests for addition of qualifications or 

experience, it may be considered as a case of 

fresh registration, if there is a change in the 

recommended occupation because of 

addition of qualifications or experience. 

 

Renewal of Registration 

 

7.32  The renewal period will be of 3 

years uniformly for all types of applicants.  

The renewal period will be of 3 years 

uniformly for all types of applicants. The 

registrants will be allowed to renew their 
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registration in person or by prepaid post on 

any working day or by online method 

during the period of three months of 
registration namely the month in which 

renewal falls due and following two 

months. 

Note: In case of job-seekers whose 

renewal  of registration is going to lapse 

within the next six months, a regular 

reminder through  email/sms/mobile 

phone/by post should be sent,  at least once 

in a month, to the job-seekers for updating 

their profile/ renewal of their registration. 

This would help the job-seekers to avoid 

the problems arising due to lapsing of their 

registration due to non-renewal in due 

time.  

Restoration of old seniority in deserving 

cases  

 

7.33 The State Director or officer(not below 

the rank of Class I officer) authorized by 

him in writing in this behalf,  may use their 

discretionary power in special cases 

provided they are fully satisfied that renewal 

could not be carried out by the registrants 

due to any of the following reasons . A- 

Illness; B- Arrest under Preventive 

Detention Laws; C- National Calamities like 

earthquake, flood etc.; D- Armed conflict 

with a foreign country; E- Service internal 

disturbances necessitating imposition of 

curfew;  F- any other-may be specified. 

 

 While granting restoration of  old seniority 

in above cases, the State Director or 

officer(not below the rank of Class I officer) 

authorized by him in writing, in this behalf, 

would be required to record full reasons for 

the concession.   

 

Renewal Log Book 

 

7.34 A Log Book in the following form, 

shall be maintained at each Employment 

Exchange, separately for counter and for 

postal renewals. 

 

 Performa- Renewal   Log  Book  

 

Date: 1. Employment Exchange 
 

 

2. Initial of renewing official 
 

 

Sl.No. Registration 

No. 

Name of 

Applicant 

NCO Code   

No. 

(1)      (2)    (3)     (4) 

    

Remarks 

Date of renewal of 

the registration card 

 

Date of posting of 

renewal letter 

             (5)   (6) 
 

 
 

   

        In the remarks column, in case of postal 

renewals, the date of posting of renewal 

replies shall be recorded; whereas in the 

case of counter renewals, the date on which 

the renewal entry has been made on the 

registration card shall be recorded. 

 

Lapsing of Index Cards 

 

7.35  The registration card should be 

reviewed for lapsing in the first week of the 

fourth month following the month of 

registration. For example, registration card 

prepared in the month of January, will be 

removed from the Live Register in the first 

week of April.  Such lapsed cards will be 

retained separately for two months.  This 

will constitute the 'Dead Register' 
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7.36   An applicant who is placed as a result 

of earlier submission but whose Index Card 

is lapsed should be hypothetically registered 

on X-63 (without raising Index Card) for 

statistical purposes.  In this way, the Live 

Register will be purged in the first week of 

every month.  When an Index Card bearing 

an alternative occupation is removed from 

the Live Register, the dummy/secondary 

card also should be removed.  The number 

of cards so lapsed will be entered in the 

Running Record.  Index Cards of applicants 

to whom call letters have been issued should 

not be lapsed, even though due for lapsing 

till the response to the call letter is known. 

 

7.37  Applicants who fail to report 

consecutively on two occasions against call 

letters by the Employment Exchanges or 

decline offer of submission three times 

without satisfactory reasons may be asked to 

explain the reasons of their non- response or 

refusal by issuing a show-cause notice to 

them (in X78B) which may be suitably 

amended.  Reasonable time in the context of 

local conditions should be given to the 

applicants to explain their position to the 

satisfaction of the Employment Exchanges.  

The time limit for receipt of satisfactory 

reply or explanation will be decided by the 

State Directors of Employment, depending 

upon the local communication conditions 

prevailing in their States.  If the explanation 

given by the applicant is not satisfactory or 

no reply is received within the time limit 

prescribed, the registration of the applicant 

may be lapsed. 

 

7.38 In respect of applicants who after 

giving their willingness in writing to be 

submitted against a vacancy either do not 

report for interview to the employer or 

refuse offers of appointment made to them 

or decline submission against suitable 

vacancy stated as acceptable at the time of 

registration, the explanation of the 

applicants should be called on the form X-

78 (suitably amended as occasion demands). 

The registration of the applicants should be 

cancelled only if no satisfactory reply is 

received within the time limit prescribed or 

explanation given by them is not considered 

satisfactory. 

 

7.39   A remark to the effect that X-78 or X-

78B has been issued to the applicant, should 

be made in the F.O.U. column of the Index 

Card of the applicant, giving the date of 

issue of the show-cause notice and the date 

when the reply is due.  X-1 cards of the 

applicant to whom X-78/X-78B have been 

issued may be maintained separately on the 

Live Register and their names should not be 

submitted against any vacancy till a 

satisfactory reply is received from them. 

 

Restoration of Old Seniority 

    

7.40 All cases of re-registration should be 

treated as 'Fresh Registration'. However, old 

seniority may be allowed in the following 

case:-  

(i ) (a)  Applicants discharged after being in 

short -term employment effected through the 

Employment Exchange (of less than six-

month duration  and two years in case of 

daily wage); 

 

(b) Applicants discharged after more than 

six months employment placed through  

Employment Exchange, provided they are 

registered in same N.C.O. 

 

The applicants will be required to 

produce certificate within 90 days from the 

date of discharge, to the Employment 

Officer, who after verification will allow 
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original seniority provided an applicant has 

not resigned from his post. 

 

(ii) An applicant whose Index Card is 

transferred from Exchange as per para 7.25. 

 

(iii) Candidates who fail to take-up 

employment after selection through the 

Employment Exchanges-such cases may be 

decided by the State Director/Employment 

Officer with in a period of one year or by the 

dates of their next renewal, whichever is 

earlier. 

 

 

 

Applicants Placed Against Casual/Short 

Term Vacancies 

 

7.41 If an applicant is placed against 

casual/short term vacancy, it should be 

shown as placed and his index card should 

be removed from the Live Register.  A 

dummy card should be kept on the L.R.  for 

submissions against regular vacancies. After 

the lapse of three years, the aforesaid 

dummy card should be removed from the  

L.R.   In case the applicant is able to secure 

placement against a regular vacancy during 

the period of three years, he may be shown 

as 'brought on L.R. and placed.' 

---- 
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Notification of Vacancies 

 

8.1.0  Establishments can be classified 

under two broad categories, namely, Act 

establishments and Non-Act establishments.  

Under the provisions of the Employment 

Exchanges(Compulsory Notification of 

Vacancies) Act 1959, all establishments in 

the public sector come within the purview of 

the Act whereas, in the private sector 

establishments where ordinarily 25 or more 

persons are employed alone come within the 

purview of Act.  The Employment 

Exchanges(Compulsory Notification of 

Vacancies) Act, 1959 provides that all Act 

establishments shall compulsorily notify all 

vacancies, excepting those specified in the 

Act, to Employment Exchanges before 

filling them up.  Vacancies arising in 

establishments not coming within the 

purview of the Act and vacancies arising in 

the Act establishments but not covered by 

the Act will, however, be received at the 

Exchanges, when the employers notify them 

voluntarily.  

8.1.1 Vacancies covered by the E.E(C.N.V) 

Act,1959 shall be notified to the appropriate 

Employment Exchanges in form and manner 

prescribed in the E.E(C.N.V) Rules, 1960. 

Vacancies not coming under the purview of 

the Act may also be notified in the same 

form. All Act & Non-Act vacancies  may be 

notified in physical form or through email or 

online/uploading on employment portal  of 

the respective government,  or over 

telephone, or by personal contact.  All 

vacancies, whether received from Act 

establishments or Non-Act establishments, 

by post, over telephone, or through personal 

contact, through email or online should be 

dealt with by an officer. 

who should personally make entries of 

N.C.O. (in item 5), job specifications (in 

item 7) and N. I. Cl.   in an Order Card (X- 

 

 

 

2). All vacancies should be acknowledged 

on Form X-45. However, when employers  

notify vacancies in confidential letters , such 

vacancies should be acknowledged through 

confidential letters and not on form X-45.  If 

any essential information in respect of the 

vacancy is missing, it should be obtained 

over telephone or by personal contact or 

through e-mail or other such mode.  In case 

it is not possible to obtain the information 

over telephone or by personal contact, the 

employer should be requested on form X-45 

to furnish it.  All vacancies notified to the 

Employment Exchanges by establishments, 

irrespective of whether they come within the 

purview of the Act or not, should be 

recorded in the Vacancy Order Register   

(X-64).  

8.1.2 The State Governments shall  

introduce online facilities for 

availing the services of National 

Employment Service through a web 

portal. In such cases, the procedure 

for availing services may be 

modified to suit to the web portal to 

ensure hassle-free service delivery. 

Arrangements for online booking of 

vacancies, receiving through e-mail, 

etc would invariably be made. 

8.1.3 In Exchanges where online facility is 

introduced, the directions for online  

recording of entries in forms on 

portal as per prescribed user manual 

will  be applicable.  

 

 

Receipt of Vacancies coming under the 

purview of the Act. 

 

8.2 Vacancies notified by Act 

establishments against which employers 

have definitely indicated that no submission 

action is required by the Exchange, should 

be entered in X-64, in red ink.  No serial 

CHAPTER VIII 

DOCUMENTATION OF VACANCIES 
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number should be allocated in X-64, and no 

Order Card opened in respect of these 

vacancies.  The copy of the notification or 

the letter should be filed in a folder (flat file) 

in chronological order.  It is not, however, 

necessary to maintain separate folders in 

respect of each employer. Only one folder 

need be maintained to keep copies of all 

such notifications for which Order Cards are 

not opened in respect of these vacancies.  

8.3   All vacancies of scientific and technical 

nature carrying a grade  pay of Rs.2800 ( 

Pay Level 5 as per 7
th

 CPC ) or more per 

month occurring  in the establishments in 

respect of which Central Govt. is the 

appropriate Government, are to be notified 

to the Central Employment Exchange under 

the provisions of the   E. E (C.N.V) Act, 

1959 and the Rules framed thereunder.   

However, such employers should endorse a 

copy of notification to the local Employment 

Exchange so that in urgent cases necessary 

submission action can be taken forthwith by 

the local Exchange.  If such vacancies are 

notified to the local Exchange direct without 

any intimation to the Central Employment 

Exchange, it should be transmitted 

immediately to the Central Employment 

Exchange under intimation to the employer.  

 

 

8.4  If while notifying vacancies any 

employer wishes to have them circulated to 

other Exchanges in the State, necessary 

action should be taken promptly.  The 

vacancies which an employer desires to be 

circulated to Exchanges outside the State are 

required to be notified to the Central 

Employment Exchange under the provisions 

of EEs (CNV) Act and Rules framed 

thereunder.  If such vacancy is received by 

an Employment Exchange, it should be 

transmitted to the Central Employment 

Exchange,  under intimation to the employer 

drawing his attention to Rule 3(b) of the 

Act. 

 

Receipt of vacancies outside the purview 

of the Act 

 

8.5   Vacancies which do not come 

within the purview of the Act, when notified 

to the Exchange, should be recorded in the 

same vacancy Order Register (X-64) and 

Order Cards raised.  Letters or other 

communications notifying vacancies 

received from employers should be filed 

inside the Order Card. 

 

Scrutiny of Vacancies 

 

8.6   Vacancies for women as also those for 

which cash security is required should be 

carefully scrutinized, particularly if they are 

notified by an employer who is not known to 

the Exchange.  In such cases, action to 

submit applicants should be taken only after 

ascertaining the bonafides of the employer.  

If, despite these precautionary measures, an 

employer succeeds in defrauding applicants, 

and if it is considered necessary to circulate 

details regarding him and his mode of 

operation for the benefit of other Exchanges, 

full details should be forwarded immediately 

to the State Directors for orders. 

 

Directions for Completing Order Cards 

 

8.7   When vacancies are notified they 

should be immediately recorded on Order 

Cards (X-2), a separate card being prepared 

for each occupation.  If some of the 

vacancies in a trade/occupation notified by a 

Government employer are reserved for 

Scheduled Castes/ Scheduled Tribes/ 

O.B.C./Physically  Handicapped(PwD), 

separate Order Cards should be opened in 

respect of the vacancies reserved for 

Scheduled Caste/Scheduled Tribes/ O.B.C./ 

Physically Handicapped(PwD) and 

unreserved vacancies.  The details of 

vacancies should be transcribed fully and the 
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copy of the notification received from the 

employer tagged and filed with all other 

relevant papers (serially numbered in ink, in 

chronological order) in the Order Card, after 

endorsing the order number.  If any of these 

papers is removed at any time, a slip should 

be inserted in its place indicating the 

purpose for which it is removed and its 

present location. If vacancies belonging to 

more than one occupation are notified by an 

employer in one letter or form, the 

letter/form should be filed inside any one of 

the Order Cards, a reference to the Order 

Number and Occupational Code Number of 

that card being made on other Order Cards.  

In Employment Exchanges where there are 

more than one submission section, the 

section receiving the letter/form should 

prepare the Order Cards necessary and pass 

them on to the sections concerned. 

 

NOTE- (1)  If the correspondence with an 

employer is so bulky that it cannot be filed 

easily inside the Order Card (X-2), a portion 

of it may be filed in another X-2 which 

should be tagged to the original X-2 and 

Order No. noted on the second X-2. 

 

(2) It frequently happens that after all 

action has been completed on an order and 

the Order Card has been transferred to the 

Dead Order Register, an employer engages a 

few more persons from amongst those 

submitted.  When proof in respect of such 

additional placings is received, a fresh Order 

Card should be raised, with order number 

and entries made in the Vacancy Order 

Register.  A cross  reference to the old Order 

Card should be made both on the fresh 

Order Card and against the entries in the 

Vacancy Order Register. 

 

8..8  To facilitate completion of Order Card 

(X-2) , some of the important items on it are 

explained below: 

 

Item 2 (How notified) - State if notified 

personally, over telephone, by letter, etc., 

and in the later case give reference number 

and date of the communication.  The date 

and time of receipt of the demand should be 

entered in every case.  All vacancies, 

irrespective of the method of notification 

should within one working day, be formally 

acknowledged on X-45 and the date of 

acknowledgement entered.   Wherever 

possible, information with regard to the date 

on which applicants will be submitted to the 

employer may be indicated on the X-45.   If 

information regarding one or two items is 

found missing in the notification received 

from the employer, the employer may on the 

form X-45 itself be requested to furnish it.  

If suitable applicants are not available on the 

Live Register, and if it is known from 

experience that suitable applicants are not 

likely to be available in the Exchange area, 

and if the employer has not been asked 

personally whether he wishes the vacancy to 

be given circulation, he should be requested 

in writing to do so. 

 

Item 3 (Type of vacancy):  In the case of 

Government Vacancies the entry "CG" or 

"SG" or "Q.G." (S) as appropriate should be 

made.  In the case of vacancies notified by 

Local Bodies such as District Boards, Zila 

Parishad, Municipalities, etc. the entry 

'Local Body' should be made.   An entry to 

indicate 'Act' or 'Non-Act' may be made in 

the case of vacancies notified by private 

sector employers. 

 

Item 4 (Number of Vacancies):- If the 

number of vacancies has not been specified, 

and if it is considered that submission action 

should not be postponed until the receipt of 

this information from the employer, the item 

'Notified' should be temporarily left blank.  

In cases where employer desires that all 

suitable applicants should be submitted to 

him as and when they become available, the 
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entry 'open' should be made against the item 

'notified'.  For statistical purposes, the 

number of vacancies notified should in such 

cases be the same as the number of 

vacancies filled during the month. 

 

Item 5 (N.C.O. Code No.) - The NCO code 

number appropriate to the vacancy should be 

determined carefully with reference to the 

'National Classification of Occupations' and 

recorded. 

 

Item 6 (Tele No.):- In all cases,  where this 

information is available, the telephone 

number of the employer should be recorded 

to facilitate follow-up. 

 

Item7 (Type of workers required) Full and 

precise details of the type of workers 

required including essential and 

desirable/preferential qualifications and 

experience that they should possess, and age 

limit should be recorded. 

 

Item 8 (Name and Designation) The date 

and time of interview, and the name and 

designation of the person to whom 

applicants should report for interview, 

should be entered. 

 

Item 9 (Place of work & Nearest Rly Stn)- It 

is self –explanatory. 

 

Item 10 (Duration of Job):-  As far as 

possible, the period for which the job may 

last should be recorded. 

   

Item 11 (Rate of Pay)  General terms like 

"normal rates of pay" , "according to 

qualifications" etc. should be avoided, 

especially in respect of vacancies from 

private sector employers .  In case where the 

employer does not specify the rate of pay 

but states that it will be fixed according to 

the qualifications and experience of the 

applicants, he should be persuaded to state 

the minimum and the maximum pay that the 

applicant might expect.  It should be 

impressed on him that the information is 

essential to enable the Exchange to 

recommend suitable candidates, since 

applicants would naturally wish to have 

some idea of the rate of pay offered, before 

they express their willingness to be 

considered for the vacancy.  Information 

relating to 'Dearness Allowances' and other 

allowances admissible should also be clearly 

recorded.  This information should be 

obtained from employers in cases where it 

has not already been supplied while 

notifying the vacancy.  Entries like 

'Dearness Allowance as admissible' or 

'allowances as usual' should be avoided even 

in respect of vacancies from Government 

employers. 

 

Item 13 (Follow -up) - The date of issue of 

X-42, X-43, X-59, X-68 etc. and details of 

contacts made with the employer in 

connection with the filling up of the vacancy 

should be entered. 

 

Item 19 (Category): The category namely, 

SC, ST, OBC, X-S, PwD etc. to which 

applicant belongs should be entered. 

 

Item 20 (Date and method of  submission)   

The method of submission e.g. X-58 and the 

date of submission should be entered.  In 

case of bulk submissions,  the total number 

submitted category wise and the date of 

submission should be recorded. 

 

Item 22 (Statistical extraction)- This column 

should be used to indicate that relevant 

statistics have been extracted. 

 

Form X-2A 

 

8.9   This form should be used for recording 

the registration numbers of applicants to 

whom X-42 have been issued and the 
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scheme of submission and also for recording 

any information for which space is not 

sufficient on X-2. 

 

Vacancies Carrying  Sub-standard Wages 

 

8.10  On receipt of a vacancy, the E.O 

should pay particular attention to the 

wage/salary offered.  Where past experience 

has shown that the wage/salary offered will 

not attract the right type of persons and 

when it is believed that the efforts of the 

Exchange is likely to be wasted in trying to 

obtain workers,  the employer is not 

prepared to revise the wage rate, the 

Exchange should tactfully express its 

inability to obtain suitable workers on the 

wages offered and should not raise an Order 

Card in respect of such a vacancy. 

"However, this provision may not be 

followed in job fairs or in placement drives 

where salary is decided with mutual consent 

of job-seekers and employers.  . 8.11  As 

regards occupations in respect of which 

minimum wages have been fixed under the 

Minimum Wages Act, 1948 (as amended 

from time to time), vacancies which violate 

the provisions of the Act should not be 

accepted, and no  submission action taken 

against them.  The position should be 

explained to the employer. 

 

8.12  In order to enable Exchanges to 

comply with instructions given in para 8.11 

above, it is necessary that they should be  

familiar with the occupations and the 

minimum wages laid down for each under 

the Minimum Wages Act.  State Directors 

should obtain up-to-date information in this 

respect and supply it to all Exchanges.  All 

staff responsible for vacancy work at 

Exchanges should have this information 

easily accessible to them. 

 

Vacancies Advertised in the Press 

 

8.13    If copies of advertisements are simply 

endorsed to Employment Exchanges by 

establishments coming within the purview 

of the Employment Exchanges (C.N.V) Act, 

1959 without giving all the particulars 

required under Rule 4 of the E.Es, (C.N.V) 

Rules 1960, it should be pointed out to them 

that they have not complied with the 

provisions of the Law in this regard.  The 

employers should be advised to notify the 

vacancies as prescribed under the E.Es 

(C.N.V) Rules 1960. 

 

8.14 In respect of copies of 

advertisements received from employers 

outside the purview of the Employment 

Exchanges(Compulsory Notification of 

Vacancies)  Act, 1959, Employment 

Officers should follow instructions issued by 

their State Directors. 

 

Vacancies not Appropriate to the 

Exchange 

 

8.15 When a vacancy is notified, which is 

not appropriate to the Exchange, it should be 

transferred to the Vacancy Exchange under 

intimation to the employer. 

 

8.16  The Act employers are required to 

notify the vacancy to the local Employment 

Exchange.  In case the work place of the 

vacancy is different from the place of 

establishment and falls outside the 

jurisdiction of the recipient Exchange, the 

vacancy should be passed on to the 

appropriate Exchange under intimation to 

the Employer. 

 

8.17  If, however, the vacancy is an urgent 

one, or if the employer particularly desires 

to select workers from the area of the 

Exchange first approached, (even though it 

is not the Vacancy Exchange) normal 

submission action should be taken. In case 

of local private employers whose area of 
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operation is confined to the Exchange area, 

the local Exchange can initiate submission 

action under intimation to the vacancy 

Exchange.  In such a case an Order Card 

should be prepared without allocating an 

Order number to it and full details 

forwarded to the Vacancy Exchange which 

should be told why submission were made.  

Details of placing should be communicated 

to the Vacancy Exchange in due course.  

The dates on which the action described 

above was taken should be recorded in the 

'follow-up' column of the Order Card.  The 

placing effected should be accounted for as  

I.O.A placing. 

 

8.18 The Vacancy Exchange should, on 

receipt of details of the vacancy described in 

above para, prepare an Order Card in the 

normal way.  When information relating to 

the placing is received, necessary entries 

should be made on the Order Card.  The 

V.E. should account for the vacancy notified 

and filled in its statistical returns. 

 

  

Vacancies Requiring Submission by a 

Number of Exchanges. 

 

8.19 If an employer, while notifying a 

demand, calls for applicants conversant with 

a variety of languages, or desires the 

distribution of vacancies among more than 

one geographical area making a reference to 

other Exchanges necessary (other than the 

vacancies falling under Rule 3(b) of 

EE(CNV) Rules, 1960 (in which case the 

vacancies are required to be notified to the 

Central Employment Exchange), the 

Vacancy Exchange should arrange for 

adequate submissions from appropriate 

Exchanges.  Apart from this, there may be 

employers whose jurisdiction extends to 

more than one Exchange area but who notify 

vacancies only to one of the Exchanges 

without indicating whether they desire 

submissions from other Exchanges.  In such 

cases, the Vacancy Exchange should 

ascertain from the employers if candidates 

from other Exchange areas, as well are 

required for their consideration.  Such action 

to consult the employers need, however, be 

taken only in appropriate cases where the 

Vacancy Exchange feels from its knowledge 

of the employers that they may desire 

selection from a wider area.  The purpose of 

such consultation with employers even in 

cases where they have not specifically 

indicated the desire for wider circulation of 

the vacancies is to enable them to get a 

wider choice of applicants and 

simultaneously to ensure that the 

employment opportunities are made 

available to applicants residing in different 

Exchange areas.  However, if the vacancies 

fall under Rule 3(b) of EE(CNV) Rules, 

1960 , the same may be transferred to the 

CEE under advice to the employer.  While 

giving circulation to such vacancies, correct 

and complete details should be supplied to 

the Exchanges concerned.  The Vacancy 

Exchange should also indicate, keeping in 

view the wishes of the employer, whether 

the submissions should be routed through it 

or made direct to the employer.  Normally, 

the practice of making submissions through 

the  V.E. should be encouraged since that 

would not only help the V.E. in comparing 

the relative suitability of applicants 

submitted, but will also act as a counter-

check to the diverse standards that might 

have been applied by different Applicant 

Exchanges.  

 

Vacancies to be filled at a Later Date 

8.20  When an employer notified vacancies, 

but states that submission action need not be 

taken by the Exchange till some future date, 

the vacancies should not be regarded as 

having been notified, but only as advance 

intimation relating to vacancies.  Order 

Cards should, however, for follow-up 
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purposes be prepared; but the vacancies 

should not be entered in the Vacancy Order 

Register until submission action becomes 

necessary. 

 

Vacancies Requiring Attention by more 

than one Section 

 

8.21  If the work in the Exchange has been 

sectionalised  on a vertical basis, and if it is 

considered desirable that submissions should 

be made against a particular vacancy by 

more than one section; the vacancy should 

be recorded by only one section as decided 

by the Employment Officer-in-charge of the 

Exchange.  This section should be 

responsible for bringing the vacancy to the 

notice of all other sections concerned, for 

the maintenance of the Order Card and for 

all communications with the employer 

regarding submissions, follow-up etc.  This 

section should also be responsible for 

including the vacancy in the statistical 

returns relating to vacancies notified, filled, 

cancelled, etc.   It should be noted, however, 

the section, which submits applicants, 

should be responsible for recording statistics 

of submissions and placing. 

 

Vacancies In Respect Of Which The 

Employer Desires That Preferential 

Treatment Be Accorded To A Nominated 

Applicant Or Group Of Applicants. 

 

8.22 If in respect of vacancy in a 

Government Establishment or a Quasi- 

Government Institution of a Local Body, the 

employer desires preferential treatment to be 

accorded to a particular applicant or 

group(s)  of applicants on grounds of 

religion, race, caste, gender , descent , place 

of  birth or residence,  the employment 

exchange should advise the employer, either 

verbally or by addressing him in form X-52 

that such preferential treatment would be 

ultravires of Articles 16(2) of the 

Constitution. 

 

Note 1-  Action as laid down above should 

not, of course, be taken when vacancies 

which are reserved are notified in 

accordance with the provisions of the  

Constitution, for Scheduled Castes, 

Scheduled Tribes, Other Backward Class 

applicants, Ex-servicemen or any other 

category of applicants so stipulated. 

Note 2- As per DoPT O.M No.  F. 

No.39028/02/2016- Estt (B) dated 20
th

 April, 2020, 

the transgender has to be included a separate category 

in gender classification in recruitments, etc. 

 

Vacancy Order Register 

 

8.23  All vacancies notified to the Exchange 

should, immediately after receipt, be entered 

in the Vacancy Order Register (X-64).   The 

Order Cards when raised should be 

numbered serially, a new series being 

commenced every Calendar Year.  The 

serial number in the Vacancy Order Register 

should correspond with the Order Number 

on the Order Card .  At the end of each day, 

a line should be drawn across the register 

and on the following morning the date 

should be written in larger letters across the 

whole page, in red ink. 

 

Order Cards Relating to Training 

Admission 

 

8.24(a)  'Placing as defined in Chapter II of 

the Manual includes acceptance by 

employers of applicants submitted by 

Exchanges for training apprentices with the 

object of their becoming paid employees on 

completion of their training/apprenticeship. 

 

Apprenticeship 

 

(b) In the case of training admissions 

where employment is guaranteed on 

completion of training which amount to 
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placings as mentioned above,  Order Cards 

should be opened  in the normal manner 

with the endorsement 'Training' at the top 

for purposes of identification; for the 

purpose of statistical accounting the number 

of such placings should be regarded as the 

number of vacancies notified. 

 

(c) In the case of training admissions 

which do not amount to placings (because 

they may not necessarily culminate into the 

trainees being absorbed as paid employees 

on completion of training/apprenticeship),  

these should not be entered in the Vacancy 

Order Register(X-64).  However, the details 

may be recorded on Order Card(X-2) for 

purposes of submission , follow-up etc.  

Such Order cards pertaining to training 

admissions should be kept separately.  

Particulars of such training admissions 

should be maintained in the Training 

Admission Register on form V.G.-67. 

 

(d)      A brief summary of the efforts 

made by the exchange for admitting 

applicants to training courses or 

apprenticeships during the month should be 

given in the Monthly Narrative Report. 

 

Filling in the Live Order Register 

 

8.25 Order Cards in respect of vacancies 

which are unfilled should be filed in cabinet. 

Each cabinet and its drawers labelled to 

indicate the contents.  They should be filed 

in the Live Order Register according to the 

N.C.O Divisions,  Groups,  Families and 

Occupations.  Cards within each occupation 

should be filed alphabetically according to 

the name of employers.  Within each of the 

drawers,   Card separators slightly bigger 

than the Order Cards should be provided to 

mark sub-divisions.  

 

Review of the Live Order Register 

 

8.26 The Live Order Register should be 

examined daily by the Officer concerned so 

that no order card remains unattended and 

rapid follow-up is assured.  If a card has 

remained on the Live Register for more than 

three months, and it has not been possible to 

make submission even after wider 

circulation (in relevant cases), the Exchange 

should advise the employer(by personal 

contact, if possible, or by sending a typed 

letter is form X-68) of the position.  The 

date of the contact and the reply received or 

the date of issue of X-68, as the case may  

be , should be entered on the Order Card in 

the 'follow-up' column. 

 

Exhibition of Vacancies 

 

8.27 All vacancies received in an 

Employment Exchange in respect of which 

submission have not been made should be 

exhibited on a special " Vacancy Board". In 

respect of vacancies pertaining to shortage 

occupations, applicants should be advised to 

see the Employment Officer.   In case of all 

other vacancies, the scheme of submission 

should be indicated.  Details of vacancies for 

which suitable applicants are not available 

on the Live Register may also, (in addition 

to exhibition in the Exchange premises) be 

publicised on covered notice boards in 

public places such as Public Libraries , 

Community Centres, Cinema Houses,  

Railway Stations, etc. with a view to attract 

suitable applicants to the Exchange. 

8.28 While exhibiting the vacancies the 

number(if any)  reserved from Scheduled 

Castes, Scheduled Tribes, Other Backward 

Classes and Ex-Servicemen should be 

indicated in every case.  The last date for 

applying for particular vacancies should be 

clearly indicated against each.  The format 

for displaying the vacancies is at Appendix 

I(4), NESM Vol.II. 
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Advertisement of Vacancies 

 

8.29  As a general rule, Exchanges should 

not resort to advertisement in the Press for 

specified vacancies notified to them.  An 

advertisement may, however, be issued if it 

is of a general nature designed to invite 

suitable applicants to register at the 

Exchange in occupations in which there is a 

persistent shortage.  In this case, detailed 

proposals should be forwarded to the State 

Director who will arrange for the issue of 

the advertisement. 
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Selection of Applicants 
 

9.1  Selection should be made by an 

Officer after he has personally examined the 

appropriate section(s) of the Live Register.  

This task should not be entrusted to non-

gazetted members of the staff, except in the 

case of an Exchange or Sub-Office where a 

gazetted Officer has not been posted or the 

gazetted Officer(s) in post is absent on leave 

or away on duty for more than 48 hours.  In 

order that this responsibility is discharged 

effectively, the Live Register should be 

located within sight of the selection officer 

to enable him to supervise, examine and use 

it personally.  Clerks should not be required 

to take out Index Cards even for the purpose 

of preliminary selection.  Regular and 

systematic check should be made to ensure 

that the Live Register is comprehensive. 

In States where online system is in place, a 

designated software has been developed for 

online service delivery, the State 

Governments may entrust this duty to  

appropriate officers depending upon the 

staff pattern followed in the State 

 

9.2 Prompt action against vacancies 

notified by employers is of vital importance 

to Employment Exchange work.  Suitable 

applicants should be made available to the 

employing authority within seven days from 

the date of receipt of notification.  If  for 

some reason or other the Exchange is  

unable to sponsor candidates within the 

prescribed time limit, the employer should 

be advised of the action taken in this behalf 

at the earliest opportunity.  The date on 

which the employer is so advised should be 

noted in the 'follow-up' column of the Order 

Card.  Non-availability certificate should be 

promptly issued, when applicants are not  

 

 

 

 

available or are not likely to be available in 

the immediate future.   

 

9.3 Within the limitations prescribed by 

the employer, the basis of selection for 

submission should be merit and suitability of 

applicants. However, if a large number of 

candidates equally qualified are available, 

seniority will be the basis for selection.  The 

scheme of selection for submission should 

be drawn up in consultation with the 

employer, in case there is any doubt 

regarding his requirements.  No distinction 

should be made between employed and 

unemployed persons while making selection 

of applicants. 

 

 

9.4 At the time of selection, the priorities 

laid down by the Department of Personnel in 

respect of Central Government vacancies 

and other special orders affecting 

submissions issued by the Central or State 

Government from time-to-time should be 

taken into consideration. 

 

Note-  The priorities prescribed by the 

Government of India or State Government 

are to be observed only in respect of 

submissions against Central Government,  

State Government vacancies.  Against other 

types of vacancies, applicants belonging to 

priority categories will be considered on the 

basis of their suitability vis-à-vis other 

applicants on the Live Register. 

 

9.5 If there are more applicants on the 

Live Register than required for submission 

to the employer, and all of them are equally 

suitable for the vacancy, selection should be 

based on the seniority of registration of the 

applicants. 

 

  

 

CHAPTER IX 

SUBMISSION OF APPLICANTS 
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9.6 No distinction should be made 

between applicants whose age has been 

verified against documents evidence and 

those whose age has not been so verified, 

even for vacancies in respect of which the 

employer has prescribed age limits. 

 

9.7 Certificates from previous employers 

should be taken into consideration and 

preference should be given to those 

applicants whose record of employment is 

supported by satisfactory and credible 

evidence. 

 

9.8 While making selection, due 

consideration should be given to those 

applicants in respect of whom alternative 

occupation has been recorded.  If adequate 

number of suitable applicants are not 

available in the occupational group 

concerned, consideration should be given to 

applicants who are registered in allied 

occupations in which suitable candidates are 

likely to be available. However,  in online 

system, candidates based on qualification etc 

required by employer may be selected and 

submitted. 

 

9.9 The particulars of applicants who 

prima facie satisfy the requirements of the 

employer should be subjected to a very close 

examination for final selection. 

 

9.10 In all cases, the registration number 

of the applicants finally selected should be 

entered on X-2A by the officer concerned 

over his dated initials.  A note indicating the 

basis or the scheme of selection adopted for 

the demand e.g. "all matriculates and above 

with a typing speed of at least 40 words per 

minute considered", “all graduates in 

Mathematics/Statistics with minimum 

experience of one year in collection and 

compilation of statistical data considered", 

"all registrants under N.C.O Code Nos-------

------considered" etc. should also be entered 

on the X-2A and initialed in the same 

manner. 

 

9.11 If applicants who fully satisfy the 

requirements of the employer are not 

available, and permission for vacancy 

clearing has not been given  or clearing has 

not proved or is not likely to prove 

successful, applicants with lesser 

qualifications may be submitted in 

consultation with the employer, wherever 

possible.  In any case, the employer  will be 

informed that lesser qualified applicants 

have been submitted only because fully 

qualified applicants were not available .  

Simultaneously, the employer may be 

informed that if the applicants are not found 

suitable, he may fill up the vacancy direct.    

 

 

Special efforts to be made for enhancing 

utilisation of NES by private sector 

employers: 

(a) Employers should be encouraged 

to visit the Employment Exchanges/ 

Employment Portal/NCS Portal/Website 

of Employment Directorate to have an 

idea of the services available and to fulfil 

their recruitment requirements/ manpower 

requirements. 

(b) The scheme of submission for 

vacancies notified/reported by private 

employers may be finalised in 

consultation with them wherever 

necessary. 

(c) Private employers may be given 

choice for selection of candidates by using 

filters based on qualification, experience, 

age etc. This may be done by organising 

job-fairs/job-drives also 

(d)  Employment Offices should 

intensify their contact programme with 

private employers (by various means like  

using technology, social media, etc) so as 

to find out the vacancies likely to be 
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available with them and plan action 

accordingly. 

(e) The facilities available with 

employers and employers’ organisations 

may be utilised by Employment Officers 

for enhancing the employability of 

unemployed persons. 

 

 

 

 Selection for submission-Guidance Points 

 

9.12 For submission purposes , annual list 

of candidates will be prepared.  This list will 

contain the following  items:- 

 

1. Serial Number 

2. Registration Number and NCO Code           

number 

3. Date of Registration 

4. Name and address 

5. Date of Birth 

6. Educational qualifications 

7. Experience 

8. Remarks 

 

    The following points may be kept in 

view while preparing the annual list:- 

 

(i) The 'Annual List' will be prepared in 

respect of all those occupations for which 

vacancies were notified to the Employment 

Exchange during the past two years. 

 

(ii)   The annual list should be prepared in 

advance so that it could be finalised before 

start of the year.  The two previous years 

should be taken from October to September, 

for example for the list  for  2001     the two 

previous years will be 1 October  1998 to 

30
th

 September 1999 and 1 October 1999 to 

30
th

 September 2000. 

 

(iii) The number of candidates in the 

annual list for a particular occupation should 

be 20 time the average number of vacancies 

received in the past two years.  The number 

should be further inflated by 10 per cent to 

allow the additional demands.  However, 

size of the list is left to the discretion of the 

State Directors of Employment, who will 

issue necessary instructions to Employment 

Exchanges in their States. 

 

(iv)  The provisional list so drawn may 

be given wide publicity through local 

leading News-papers and displaying it on 

the Notice Board in the Employment 

Exchange premises to enable the candidates 

to point out omissions, if any within a period 

of 30 days. For giving publicity to the 

'Annual List' information about the dates of 

seniority up to which the candidates are 

covered in the list in different occupations 

and not the entire list will be published 

through newspapers. 

 

(v) The final list may be displayed in the 

Employment Exchange and one copy may 

be kept in the safe custody of the 

Employment Officer In-charge of vacancy 

work. In Employment Exchanges/Career 

Centres, where software-based selection is 

done, appropriate provisions for storing of 

the Annual lists virtually should also be  

made. 

 

(vi) The annual list so drawn will be 

valid for one calendar year.  No changes in 

the annual list should be made until the end 

of the year. 

 

(vii) The leftover in the annual list, i.e. 

those who could not be submitted or placed, 

may be included in the next year's annual 

list. 

 

(viii) Registration cards received on 

transfer from one Employment Exchange to 

another, shall be given due seniority for 

inclusion of their names, in the select list 

even after the same has been prepared. 
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dormancy after submission of candidates 

three times against public sector vacancies 

of regular/long term nature may be decided 

by the State Director of Employment 

keeping in view the size of  Live Register 

and other local conditions. 

 

(xiv) The card of the candidate kept 

dormant, shall be suitably identified, by a 

tab indicating on it the date of his last 

submission. 

 

(xv) For private sector vacancies and 

specific short-term, leave 

arrangement/casual/daily wages vacancies in 

the Public Sector, restrictions for submission 

in the scheme of rotation will not apply.  In 

other words, such vacancies will not be 

counted for this purpose. 

 

(xvi) If the name of a candidate has been 

kept dormant, he will continue to be 

submitted against private sector vacancies, 

as for this sector, it is more a question of job 

development and winning their confidence 

for better utilization of employment 

exchanges. 

 

(xvii) If a particular card is 

lapsed/cancelled/placed, entry to this effect 

will also be made against the concerned 

registration number. 

 

9.13 In the case of occupations in which 

Annual List was not prepared, submission 

should be made from the Live Register after 

preparing the 'Scheme  of Selection.' 

However, in online system, selection shall 

be made from the list generated as per the 

scheme of selection. It will normally involve 

the following steps:- 

 

(a) Firstly, determine what to look for in an 

applicant i.e. decide the essential 

requirements the applicant must meet. 
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(ix) Submission should be made in order 

of seniority from the select list. 

 

 

(x) The submission against private-

sector vacancies should be made out of the 

annual list without observing seniority.  In 

other words, the private-sector employers 

may be given freedom to select anyone from 

the annual list for interview/selection.  

Similarly employers in public sector may 

also have freedom to select applicants from 

the annual list.  However, they will have to 

lay down a scheme of selection in 

consultation with Employment Officer, 

before selecting  applicants. 

 

(xi) In case of shortage categories, or 

where the number of candidates on the 

Select List are relatively smaller, submission 

from the Live register can be resorted to.  It 

should be ensured that all the cards are  

available on the Live Register while making 

submissions. 

 

(xii) (1) Every candidate on the Select 

List should be given at least three chances of 

submission against public sector vacancies 

of regular/long term nature (i.e., 

Government/Quasi Government including 

local bodies organizations).  

 

(2) The number of submissions may be 

decided by the State Governments 

considering local conditions and the 

availability of candidates in particular 

occupations.  There should be a gap of one 

year between two regular submissions as 

well as between two temporary submissions.  

(3) However, in occupations where shortage 

of applicants persists, this restriction is not 

applicable. 

(xiii) After a candidates has been given 3 

chances of submission as 

referred to above his name should be kept 

dormant for six months.   The period of 
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(b) Thereafter, decide whether the applicant 

possesses the performance requirements 

prescribed by the employer; that is to 

say, whether the applicant can perform 

the job satisfactorily without regard to 

other specifications the employer may 

have laid down as pre-requisite to 

engagement. 

 

(c) Then determine whether the applicant 

fulfils the employer's hiring 

requirements in order to be acceptable to 

him.  In addition to performance 

requirements, employers usually lay 

down certain other requirements, e.g. 

evidence of occupational qualifications 

such as training and experience; the 

requirements based on policy or practice 

which may not necessarily relate to 

performance; qualifications such as age, 

gender personal traits, ownership of 

tools etc. 

 

(d) In the selection process, relative 

importance of various requirements 

prescribed by the employer as also the 

limitations, if any, imposed by him have 

to be taken into consideration. 

 

(e) Before an applicant is selected for 

submission, determine whether the job is 

such as will utilise the skill, knowledge 

and ability of the applicant to the 

maximum, and whether inducements to 

employment such as wages, working 

conditions , duration of employment etc. 

will be acceptable to him. 

 

(f) The last stage in the selection process 

should be comparison of relative 

qualifications of applicants for selection.  

Applicants who fail to meet the essential 

qualifications and requirements of the 

demand, point by point, should be 

eliminated.  Selection from amongst 

those whose relative suitability is equal 

would be made on the basis of seniority 

of  registration. 

 

Selection of Applicants-Display of scheme 

of Selection 

 

9.14 In addition to the 'Annual List' 

selection should also be displayed on a 

notice board at a prominent place in the 

Exchange.  The following procedure will be 

followed in preparing and displaying the 

scheme of selection. 

 

(i) The scheme of selection should be 

laid down by the selection officer himself in 

the prescribed Proforma {(see Volume II  

Appendix I (5)} and should agree with the 

scheme recorded on X-2A.  It will be 

prepared, in duplicate, either by typing or 

written in hand using carbon papers, the 

original being displayed on the notice board 

and the duplicate retained in a folder 

arranged in chronological order.  The folder 

should be kept in the custody of the 

selection Officer himself. 

 

(ii) The scheme of selection should be 

given in such details as to enable the 

applicants to understand clearly the type of 

applicants who have been considered for 

submission against the vacancy.  The 

scheme should clearly indicate the basis on 

which selection has been made i.e. whether 

it is on the basis of the level of education, 

length of experience, seniority of 

registration or reservation in respect of Ex-

servicemen or Scheduled Caste or 

Scheduled Tribe or OBC  applicants etc.  

The candidates who are not considered 

against the vacancy should thus be in a 

position to appreciate the reasons why they 

have not been considered against the 

vacancy. 

 

(iii) If any employer  subsequently 

modifies the qualifications or terms and 
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conditions of service necessitating 

alternations or changes in the scheme of 

selection , they should also be displayed on 

the notice board/website/web-portal. 

 

 

(iv) Representations received from 

applicants, to the effect that they are eligible 

for  submission on the basis of the scheme 

displayed on the notice board website/web-

portal, should be carefully examined by the 

Employment officer himself.   

If the claim is justified , the applicant(s) 

should be considered for submission.  

Special care should be taken to  ensure that 

applicants falling within the purview of the 

scheme of selection are not omitted from 

submission. 

 

(v) When the date of submission in 

respect of a particular vacancy is over, the 

scheme of selection should be removed from 

the notice board website/web-portal.. 

 

(vi) Whenever an employer requires 

urgent submission against a vacancy, and 

the time is too short for displaying the 

scheme of selection, it need not be displayed 

but the reason for not displaying should 

invariably be recorded on  X-2A. 

 

Seniority of Registration 

 

9.15 The following aspects may be kept in 

view while making selection of applicants 

for submission to employers against notified 

vacancies:- 

 

A. Public Sector    

 

(i)  Submission may be made in 

accordance with the minimum educational 

qualifications as prescribed by employer in 

his vacancy notification.  Applicants having 

higher qualifications may also be considered 

on the basis of common seniority of 

registration. 

 

(ii) If the number of applicants on the 

Live Register conforming to the minimum 

qualifications prescribed by the employer is 

larger than the required number to be 

sponsored, the required number may be 

identified on the basis of seniority of 

registration. 

 

(iii) In case the employer has prescribed 

desirable qualifications for the post and has 

indicated clear preference for applicants 

possessing higher qualifications or 

experience of a particular type, only such 

applicants who possess the desirable 

qualifications and experience should be 

sponsored as long as such persons are 

available on the Live Register, subject to the 

fulfillment of ratio of submission. 

 

B. Private Sector 

In the case of submission against 

vacancies notified by private employers 

there should be considerable flexibility in 

the referral policy so that the  candidates 

sponsored not only meet the specific 

requirements indicated in the requisition but 

are also readily acceptable to the employers.  

Efforts should be that the private employers 

feel reassured that they can get through the 

Employment Exchanges the same type of 

candidates what they would have got 

through the open advertisements. 

 

Number of submissions 

 

9.16  On receipt of demands, a candidate 

should be submitted from the annual list 

strictly in order of seniority in the ratio of 

1:20 in case of public sector vacancies.  The 

State Directors may, however, have the 

discretion to raise this ratio in case it is 

considered necessary, in case the local 

conditions so demand.   However, in each 
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case, a scheme of selection should be 

prepared on the basis of prescribed 

qualifications, experience,  age, etc. and the 

applicant selected in order of seniority from 

the annual list fulfilling the criteria in the 

scheme of selection. 

 

Submission by Rotation 

 

9.17 The candidate submitted thrice may 

be kept in dormancy for a period of six 

months and should not be considered for 

submission during this period.  A notice to 

this effect should be displayed at a 

prominent place in the Exchange premises 

for information of the candidates. 

Depending upon the Live Register & other 

local conditions,  the period of dormancy 

can altered by the State Director of 

Employment. 

 

Spot Submissions 

 

9.18 If an employer decides immediate 

submissions, every effort will be made to 

persuade him to allow sufficient time for the 

assembly of the best available candidates.  If 

however, for valid reasons, there is no time 

to call applicants from the Live Register and 

submit them to the employer or the number 

of called applicants available on the date of 

submission is insufficient, suitable applicant 

present in the Exchange premises may be 

submitted.  If the number of applicants 

present in the Exchange premises is more 

than the number required, further selection 

from amongst them will be made in 

accordance with the guidance points 

outlined above.  Such spot submissions 

should, however, be made only under the 

written orders of the senior most officer in 

post on that day and full justification for 

doing so should be recorded on X-2A. 

 

Recruitment Drives 

 

9.19  If adequate number of suitable 

applicants is not available on the Live 

Register for submission against a particular 

demand, it may be publicized to attract 

suitable applicants.  The help of training 

Institutions, workers organizations, 

professional organizations, employers civic 

and social service organizations may be 

sought for this purpose.  After obtaining the 

approval of the State Director, a mobile unit 

may be sent out for conducting recruitment 

drive particularly in cases of bulk demands, 

to collect the type of applicants required by 

the employer. 

 

9.20   A separate Record of Registrations 

should be maintained in respect of 

registrations done during recruitment drives.   

The registration numbers of applicants 

registered during such drives should be 

prefixed with the letter 'M'.  The Index 

Cards should be filed on the Live Register 

according to registration numbers behind the 

cards of applicants registered in the 

Exchange on that day. 

 

Pre-Submission Interviews 

 

9.21 Applicants who are selected for 

submission should as a rule, and when time 

permits be called by means of X-43, through 

SMS or through e-mail for an interview at 

the Exchange,  before they are sent to the 

employer.  The number of applicants to 

whom call letters are to be issued will be 

determined, after allowing sufficient margin 

for the expected lack of response.  The call 

letters will be issued sufficiently in advance 

to give applicants time to respond.  Before 

dispatch, the registration number and N.C.O 

No. of the applicant, order number and 

N.C.O. Code no. of the vacancy and brief 

details pertaining to the vacancy will be 

recorded on the X-43.  The date of issue of 

the X-43, order number of the vacancy etc. 

should be noted in the F.O.U. on the back of 
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the Index Cards .   Similarly, the date of 

issue and number of applicants to whom X-

43(s) have been issued will be entered in the 

follow up item of the Order Card. 

 

9.22 A tick mark in ink on X-2A against 

registration numbers of applicants who 

report to the exchange in response to the call 

letters.  An entry F.T.R(failed to report) 

should be made in the F.O.U of Index Card 

of applicants who did not respond.  Index 

Cards of   those who do not respond on two 

occasions will be lapsed unless they give an 

explanation for their failure to the 

satisfaction of the Employment Officer.  The 

time-limit for receipt of the explanation will 

be decided by the State-Director. 

 

9.23 At this stage, the applicants should be 

given sufficient information about the 

vacancy such as place of work, nature of 

duties, promotional prospects, recruitment 

practices etc.  The applicants should also be 

briefed about the manner in which they 

should conduct themselves at the interview 

with the employer, in order to increase their 

chances of selection for appointment. 

 

9.24 Applicants who agree to be 

considered against the vacancy and found 

suitable in all respects should be submitted 

to the employer.  Where the Employment 

Officer considers it necessary, the consent of 

the applicants may be obtained in writing 

and filed in the Order Card along with the 

X-43.  In respect of applicants who report in 

response to X-43 .  But who are not selected 

for submission, an entry R.N.S. (reported 

but not submitted) or R.D.O(reported but 

declined the offer) as appropriate will be 

made in the appropriate column of the Index 

Card.  The registration of an applicant, who 

decline the offer or submission on three 

occasions should be lapsed, where the 

Employment Officer is convinced that the 

reasons offered by him are not satisfactory.  

This step should, however, be taken after 

careful consideration of each case on merits 

and under written orders of the senior most 

officer in post.  The applicant may appeal to 

the State Director who may exercise his 

discretion after considering the merits of 

each case.  Applicants who agree to be 

submitted should be told in advance that 

their registrations are likely to be cancelled  

if they subsequently fail to report to the 

employer for interview or decline the offer 

of appointment. 

 

9.25 A list of applicants who are being 

submitted on X-83 in triplicate, under cover 

of X-82 should be   delivered to the 

employer by hand,  by e-mail.  It should be 

ensured that the list forwarded to the 

employer is serially numbered and signed by 

the Employment Officer, on each page to 

avoid addition of any name in the list. In 

Exchanges where online facility is available, 

the list may be forwarded online to the 

Employer. As far as possible, a compiled list 

of candidates shall be forwarded to the 

employers, if applicants from different 

Exchanges are submitted by the Vacancy 

Exchange 

To provide safeguard against bogus list of 

submission, one of the three copies 

submitted to the employer duly signed by 

him should be collected by the Employment 

Exchange as per  cover note X-82. 

Similarly, this procedure should  be 

followed for submission made under cover 

X-80. 

 

Adverse Reports when Making 

Submissions 

 

9.26 Selection and submission of 

applicants should not be influenced mainly 

by the opinion expressed by previous 

employers regarding their character and 

antecedents.  However, if an applicant with 

an adverse report on his character is 

76



                                     Chapter-IX//Part.I/Vol.I/NESM/2022 

submitted and if it is felt that the employer 

has to be made aware of this fact, the 

information may be communicated to him 

confidentially.  However applicants who are 

unsuitable for, or who are debarred from  

Government service should not only be 

refused submission against Government 

vacancies,  but when submitting them to 

private employers be informed of their 

antecedents, if considered desirable. 

 

Postal Submission 

 

9.27   If it is decided to submit applicants 

without calling them to the Exchange and if 

time permits, X-42, will  be issued after 

deleting the opening sentence on the reverse 

side of the form which reads as "your 

particulars have been forwarded to the 

employer through telephone or through 

email or through SMS."  It should be 

remembered that in completing item 3 (place 

of work) of X-42, the area of locality in 

which the work-site is located alone is to be 

specified and not the actual address of the 

employer.  If a favourable reply to X-42 is 

received, the particulars of the applicants 

should be submitted to the employer as per 

procedure laid down in para 9.25 and the 

applicant is directed to report for interview 

on X-46 on appointed date & time.  The 

entry "X-46.........(date) " will be made on X-

1.   A similar entry will be made in X-2 

against the name of the applicant.  In cases 

where due to shortage of time submissions 

are made without taking the prior consent of 

the applicant, the employer will be apprised 

of the position. 

 

Preliminary Selection by Employers-issue 

of lists. 

 

9.28    When an employer desires to make a 

preliminary selection on the basis of lists 

before applicants are personally invited for 

interview, and if he desires that particulars 

of suitable applicants be supplied to him, the 

request will be acceded to, provided the 

vacancy is expected to arise in the near 

future.  In such circumstances, a list 

containing full particulars of suitable 

applicants will be forwarded under cover of 

X-58.  Normally, prior consent of applicants 

should be obtained before forwarding the 

list.  However, if it is not possible to obtain 

prior consent of the applicants due to 

paucity of time, the particulars of the 

applicants may be forwarded to the 

employer without their prior consent.  The 

applicants should, however, be advised on 

X-42, that their particulars have been 

forwarded.  An entry 'X-42' will be made in 

the F.O.U column of X-1.  If in reply to X-

42 an applicant indicates his unwillingness 

to be considered against the vacancy, the 

employer should be informed accordingly. 

 

9.29    In preparing lists of applicants to be 

forwarded to employers as above, care 

should be taken to include all relevant 

particulars of the applicants with special 

reference to the conditions, qualifications 

etc. prescribed by the employer.   Special 

qualifications of applicants, though 

apparently not quite relevant, should be 

included if it is felt that this would enhance 

their chances of getting selected.  Particulars 

of applicants should be presented in such a 

manner that the employer can at a glance 

obtain a comparative picture of the 

applicants, making his preliminary selection 

an easy task. 

 

9.30 In case, on receipt of X-58, the 

employer desires to interview the applicants, 

they will be directed to the employer on the 

specified date and time. 

 

Submission of Applicants for Formation 

and Maintenance of Waiting Lists.  
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9.31 Employers should ordinarily be 

discouraged from maintaining waiting lists, 

as such lists cannot generally be kept up-to-

date.  However, in the case of employers 

located at a reasonable distance from the 

Exchange, and in cases where due to the 

casual or sudden nature of the demand it is 

not possible to notify every time a vacancy 

occurs and recruit through the Exchange , 

use of waiting lists is permissible.  It should 

be ensured that the waiting list or panel(a 

copy of which should be supplied to the 

Exchange by the employer), contains only 

the names of applicants submitted by the 

Exchange, and that the list remains valid and 

operative for a maximum period of six 

months from the date on which it is drawn.  

The employer will be requested to inform 

the Exchange as and when applicants on the 

panel are actually absorbed against 

vacancies.  While making submissions to an 

employer for the formation of a waiting list, 

instructions contained in para 9.27 regarding 

use of X-42 will be observed.  Relevant 

entries will be made in the appropriate items 

of the Order Cards and the Index Cards of 

applicants thus submitted. 

Submission to Employers at Exchange 

Premises. 

 

9.32 When an employer or his 

representative desires to make selection of 

applicants at the Exchange or a Sub-Office, 

he should be given all facilities to do so.  In 

such cases, employers' order form and 

Introduction Cards may not be brought to 

use. 

 

Submission of Nominees of Government 

Employers against Vacancies Notified by 

them. 

 

9.33 If a Government or Quasi-

Government employer requests the 

Exchange to submit his nominee against a 

notified demand, he should be replied on 

form X-47.  When such requests are 

received verbally or over telephone, the 

position as stated in X-47 should be 

explained verbally or over the telephone and 

also followed by a written reply in X-47  

The nominee of the employer may be 

submitted if he is equally qualified as other 

applicants  on the Live Register and 

provided that such consideration does not 

ignore the relative seniority of their 

registration.  In other words, an employer's 

nominee will be submitted only if he comes 

within the purview of the scheme of 

selection in the normal manner. 

 

NOTE-  It may be noted that the above 

instructions do not altogether ban the 

submission of employer's nominees.  The 

nominees can be submitted provided they 

come within the purview of the scheme of 

selection drawn up for the purpose.  To 

submit an employer's nominee and then 

decide that the placing need not be 

accounted statistically is irregular.  The 

question of accounting placements is of 

secondary consideration only, the primary 

consideration being whether equal 

opportunity for employment to all applicants 

has been ensured by the Exchange in 

handling the vacancy. 

 

Submission of Applicants already 

Appointed by Government Employers. 

 

9.34    If a Government Department or office 

improperly appoints a candidate against an 

available vacancy without referring to the 

Exchange concerned, and if subsequently, 

that Department or office sends the 

employed person to the Exchange for  

registration and formal submission in order 

to regularise the appointment, the Exchange 

should refuse such registration and 

submission. However, if the practice of 

direct recruitment continues, full details and 

instances of this nature should be reported to 
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the State Director.  A copy of the 

communication  should be sent to the 

Directorate General of Employment when 

Central Government Departments or Offices 

are involved .  If necessary, the matter may 

be taken up  by the State Director or the 

Director General with the State Government 

or the appropriate Ministry of the 

Government of India.  Action may also be 

taken under the provisions of the 

Employment Exchanges (Compulsory 

Notification of Vacancies) Act, 1959 and the 

rules made thereunder for not notifying the 

vacancy,  before it was actually filled- up.                 
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Obtaining Results of Submission 

 

10.1 The Exchange/Career Centre should 

endeavor to obtain the result of every 

submission.  If neither the employer nor the 

applicant has communicated the result 

within a reasonable time, the Exchange 

should, if possible, contact the employer 

over telephone, through e-mail or send him a 

written reminder on X-59 .  If a reply is still 

not received, the employer should be visited 

or contacted by the Employment Officer.  

All efforts made in this connection (whether 

through contacts in person, on phone or by 

post, through email giving the date on which 

X-59 is issued)  should be chronologically 

noted in 'follow-up' column of the Order 

Card. 

 

10.2 It is imperative that all action 

regarding submission of applicants and 

'follow-up' of submissions should be taken 

with all possible speed, and that no demand 

for workers is left outstanding for want of 

timely action on the part of the Exchange, 

either to meet the requirements of the 

employers or to obtain the result  of 

submissions. 

 

10.3 When advised by an employer that an 

applicant has been selected for the post 

against which he was submitted,  X-75 

should be used to inform the applicant of his 

selection, the date when he should report to 

the employer, etc. 

 

NOTE I The employers are required to 

furnish the result of selection within 15 days 

from the date of selection in respect of the 

vacancies coming within the purview of 

EE(CNV) Act, 1959 as per Rule 5(3) of the 

EE(CNV) Rules, 1960. 

 

 

 

 

 

 

Note II- Central Government Department as 

well as Quasi-Government organisations 

under the administrative control of the 

various Ministries of the Government of 

India are under definite instructions to the 

effect that selections should be finalised and 

results communicated. 

 

Proof of Placing-Recording of Results 

 

10.4 If a submission has led to the 

absorption of an applicant into remunerative 

employment(or work which is likely to lead 

to remunerative employment)  it should be 

regarded as a placing provided it conforms 

to the definition of placing given in   

Chapter-II.  The proof of placing -a copy of 

letter of appointment issued by Government 

Department (which should ordinarily be 

regarded as proof of placing)  or such other 

communication or record of information 

should be filed inside the Order Card. 

 

Note-  Although letters of appointment 

issued by Government Officers should 

ordinarily be regarded as proof of placing, 

consequential amendments should 

invariably be made to the entries on    X-1/ 

X-2/ statistical returns, if subsequent 

information is received from applicants or 

employers that such letters of appointment 

have been cancelled or if the applicants have 

failed to join duty.  If the figures relating to 

the appointments since cancelled have 

already been included as placings in the 

statistical returns, necessary adjustment 

should be made in the statistics for the 

current month by deducting an equal number 

of placings from the months placing figures.  

A foot-note should be added to the returns 

CHAPTER X 

POST SUBMISSION ACTION 
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concerned indicating the adjustment(s) 

made. 

 

10.5 It should be ensured that registration 

and submission work, whether, done in the 

Exchange premises or outside during 

recruitment drives, is carried in such a 

manner that the resultant placings are 

unquestionable in character.  Comparatively 

less important details of procedure may be 

cut short in special cases, e.g. in bulk 

registrations and bulk submissions but the 

essential procedure should in no case be 

sacrificed. 

 

10.6 The letters "pl" and pay or 

remuneration on which the applicant is 

engaged should be entered in the Record of 

Registrations (X-63) and on the Order 

Card(X-2).  After making entries on X-56 

the Index Card should be removed from the 

Live Register.  If there is no outstanding 

vacancy on the Order Card, it should be 

transferred to the Dead Order Register. 

 

10.7 If members of the staff are sent to 

employers to obtain results of submissions, 

they should be instructed to bring back 

signed statements from employers, giving 

the names of applicants employed.  Verbal 

information brought by them should not be 

treated as proof of placing.  They should be 

given a list of applicants submitted and a 

covering letter requesting the employer to 

indicate which of the applicants, have been 

engaged and reasons for rejection in the case 

of those not accepted. 

 

10.8 A placing should be counted during 

the month in which the proof of placing is 

received and not during the month in which 

the submission was made.  Placing for 

which proof is received before the end of a 

month should not be carried over into the 

statistics relating to the following month. 

 

  Repeat Placement 

 

10.9 When the same applicant is placed in 

the same category of job with the same 

employer more than once in the same 

calendar month (as may happen, when 

supplying casual workers), the placing 

should be counted only once in a month for 

statistical purposes  irrespective of the 

number of times the vacancy is notified 

during the month.  Similarly, the relative 

number of vacancies as also the number of 

submissions made in  respect of the same 

persons, should, for statistical purposes be 

counted once only. 

 

10.10 In respect of decasualization, or other 

schemes which are operated by forming 

fixed pools of workers and distributing the 

casual vacancies among such workers by 

rotation, placing for each worker should be 

counted only once in a year and not once in 

a month.  Cases where there is doubt as to 

whether or not a particular scheme attracts 

the provisions of this Para should be referred 

to the State Director for a ruling. 

 

Rejection of Applicants by Employer-

Action to be Taken 

 

10.11 If the employer rejects all the 

applicants who are submitted or does not 

accept sufficient number of applicants to fill 

the vacancies notified, the reason(s) thereof 

should be ascertained from him and action 

taken without loss of time to remove the 

cause(s) of such rejection(s).  The special 

reason(s) for rejection.  If any, should be 

entered against item 21 of the Order Card. 

 

Non-response to Call Letters/Refusal of 

Offer of submission or Appointment 

 

10.12 The Index Card of an applicant            

(i) who was called by the Employment 

Exchange/Career Centre for consideration 
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against vacancies for which he was prima-

facie suitable and failed to report twice or  

(ii) who declined consecutively three times 

offer of submission or (iii) who gives his 

willingness in writing to be submitted 

against a vacancy but subsequently either 

does not report to the employer or refuses 

the offer of appointment , should be 

removed from the Live Register unless he 

gives a cogent reason for his action, in reply 

to the show-cause notice.  

 

Recording, Filling and Cancellation of 

Vacancies 

 

10.13  When a vacancy is filled or cancelled, 

item 4 of the Order Card should be 

completed.  In the case of cancellation, 

efforts should be made to ascertain the 

reason(s) which should then be recorded 

briefly against item 15 e.g., 'Vacancies filled 

by employer through other source", 

"Exchange unable to find suitable 

applicants" etc. 

 

Dead Order Register 

 

10.14   Order Cards in respect of vacancies 

which have been filled, or in respect of 

which no further action has to be taken 

should be transferred from the Live Order 

Register (over the dated initials of the 

officer concerned, in col.15) and filed in the 

Dead Order Register.  An Order Card in 

respect of which the result of submissions is 

pending should under no circumstances be 

transferred to the Dead Order Register.   

 

10.15 Information regarding the "number of 

submissions made" and the "number of 

vacancies filled" should be entered in the 

respective columns of the Vacancy Order 

Register (X-64).  The date and reason for 

transfer of the card to the Dead Order 

Register should be entered in the remarks 

column of the Vacancy Order Register. 

 

Month's and Twelve Month's Section of 

the Dead Order Register 

 

10.16  Within the Dead Order Register, 

cards transferred during the current month 

should be kept separately in a Month's 

Section ".  These cards should be filed 

according to serial order of the N.C.O code 

number, and alphabetically according to the 

name of the employers within each 

occupation.  This is to facilitate statistical 

extraction.  Cards transferred during the 

previous twelve months should be kept in a 

"Twelve Months Section" .  At the end of 

each month, after the month's statistical 

information has been extracted, the entire 

bunch of cards in the Month's Section 

should be transferred to the Twelve Months’ 

Section of the Dead Order Register. 

 

Destruction of Order Cards 

 

10.17    After an Order Card has remained 

on the Twelve Months' Section for twelve 

months it should be removed and disposed 

of as scrap in accordance with such 

instructions as may be issued  from time to 

time by competent authorities. 
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PROFESSIONAL AND EXECUTIVE 

 

Registration and Live Register 

 

11.1  The following categories of 

applicants will be considered as professional 

and executive standard applicants:- 

 

i. Persons holding Bachelor's Degree or 

equivalent diploma in a professional                               

or  specialized course such as 

Engineering, Medicine, Agriculture,  

Veterinary Technology and Law:   

 

ii. Persons holding Post-Graduate Degree 

in Education or equivalent diploma; 

 

iii. Persons holding Master's Degree in Ist 

or IInd Division or higher Degree or 

Post Graduate Diploma or equivalent in 

other subjects; 

 

iv. Persons having attained the above 

standard by virtue of their past 

experience and knowledge although not 

possessing the above qualifications 

which should also include 

retired/retrenched, commissioned or 

gazetted officers. 

 

Note: In case Divisions are not mentioned in 

the degree/ certificates , candidates securing 

60 per cent and above may be treated as 

equivalent to Ist Division and 50 per cent to 

59 per cent as IInd Division for the purpose 

of registration at Professional and Executive 

Office. 

 

 

 

 

 

 

 

 

 

11.2 Such persons should normally be 

registered at the Professional and executive 

Employment Office of the State.  However, 

if such  person calls at the Exchange in 

whose jurisdiction he normally resides , for 

employment assistance, it will be 

ascertained from him whether he has already 

registered with the Professional and 

Executive Employment Office.  If he has not 

registered, an Index Card will be prepared in 

respect of him and forwarded to the 

Professional and Executive Employment 

Office.  The applicant will be informed that 

the Professional and Executive Employment 

Office will render him necessary 

employment assistance and will send him 

his Identity Card.  In case the applicant 

desires to be considered for vacancies(other 

than professional and executive standard ) 

notified to the local Employment Exchange, 

a secondary Index Card will be prepared and 

maintained at the 'local Employment 

Exchange.  Such secondary Index Cards will 

be endorsed " duplicate -original with P. & 

E. E. Office" on the top left hand corner.  

Whenever  a secondary Index Card is 

maintained at the local Exchange, an 

endorsement "Secondary registration 

retained at ................................(name of the 

Exchange)" will be made on top of the X-1, 

before it is sent to the Professional and 

Executive Employment Office.  A  book 

register (called X-63A) will be maintained 

in the same Proforma as prescribed for X-

63, at the local exchange in respect of all 

professional and executive standard 

applicants, for whom Index Cards are 

prepared and forwarded to the Professional 

and Executive Employment Office.   Its 

serial number will be indicated in red ink in 

the margin against item 1 of the secondary 

X-1. In States which introduced online 

facility for availing National Employment 

CHAPTER XI 
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  Applicants, who possess qualifications 

of professional and executive standard as 

stated in Para 11.1 above, and are 

graduates/post graduates/diploma holders of 

a University, are also eligible for registration 

at the University Employment Information 

and Guidance Bureaux concerned. When 

they are registered at U.E.I & G. Bx their 

secondary Index Cards need not be 

forwarded to the Professional and Executive 

Employment Office. 

 

11.6 The Professional and Executive 

Employment Office will be responsible for 

the renewal of registration in respect of its 

registrants.  As and when Index Cards of 

applicants registered with the Professional 

and Executive Employment Office are 

lapsed, details such as name, registration 

number and N.C.O No. of the applicant will 

be intimated to the Exchange holding their 

secondary Index Card.  On receipt of such 

intimation, the local Exchange will remove 

the secondary Index Cards from the Live 

Register. 

 

 

Vacancy and Submission 

 

11.7 The Professional and Executive 

Employment Office will book appropriate 

vacancies notified by employers in the 

State{Except Central Government vacancies 

of a scientific and technical nature carrying 

a Grade  pay of Rs.2800 (Pay level 5 as per 

7
th

 CPC). and above and take normal 

submission action .  The State Director will 

decide the type of State Government and 

Private vacancies which the Professional 

and Executive Employment Office in the 

State should handle. 

 

11.8 In order to make available to the 

employers the most suitable applicants 

available in the state, the Professional and 

Executive Employment Office will not only 

consider for submission such applicants who 

are available on its Live Register but also 

circulate the vacancy to the U.E.I & G.Bx in 

the State.  The U.E.I & G.Bx will submit 

suitable applicants to the Professional and 

Executive Employment Office, who will   

consider them along with those available on 
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Service, if  an applicant having professional

 and technical qualification calls at the 

Exchange in whose jurisdiction he normally 

resides for registration or verification of his 

qualifications, his particulars should be 

forwarded by the Exchange to the 

Professional and Executive Employment 

Office. 

 

11.3 Applicants, whose Index Cards are 

received by the Professional and Executive 

Employment Office from the Employment 

Exchanges, will be registered at the 

Professional and Executive Employment 

Office within 24 hours and Identity Cards 

will be issued to them direct by post under 

intimation to the Employment Exchanges 

concerned.  On receipt of such intimation, 

the Employment Exchange concerned will 

enter the registration number and N.C.O. 

Code No. allotted to the applicant, in the last 

column of the X-63A for reference 

purposes. 

 

11.4 Applicants of professional and 

executive standard, who call at the 

Professional and Executive Employment 

Office or apply direct for employment 

assistance  will be registered in the normal 

manner.  However, if such an applicant 

desires to be considered for vacancies 

notified to the Employment Exchange in 

whose jurisdiction he resides, a secondary 

Index Card will be prepared and sent to the 

concerned Exchange stating the position and 

also indicating the registration number and 

N.C.O Code No. allotted to him. 

 

 

11.5 
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its own Live Register for submission against 

notified vacancies. The proportion of 

submissions to be made by the U.E.I & 

G.Bx against such vacancies may be decided 

upon by the State Directors. 

 

NOTE:- Submission made against Central 

Government vacancies of Scientific and 

Technical nature carrying a Grade pay of Rs. 

2800 (Level 5 as per 7
th

 CPC)  and above 

circulated by the Central Employment 

Exchange, by U.E.I & G.Bx need not be 

routed through the Professional and 

Executive Employment Office. 

 

11.9 Whenever a vacancy appropriate to 

professional and executive standard 

applicants is notified to the local 

Employment Exchange or U.E.I & G.B., the 

details thereof will be communicated under 

intimation to the employer to the Central 

Employment Exchange or the Professional 

and Executive Employment Office 

depending on whether it is a Central 

Government vacancy of scientific and 

technical nature and  carrying a Grade pay 

of Rs. 2800 (Level 5 as per 7
th

 CPC)  and 

above or a vacancy notified by any other 

category of employers.  When an applicant 

submitted by the Professional and Executive 

Employment Office is placed in 

employment, the Exchange holding his 

secondary Index Card should be duly 

informed.  It will,  however,  be open to the 

U.E.I & G.Bx to submit suitable applicants 

directly in response to specific enquiries 

made to them by private employers. 

Statistics 

11.10 Applicants and vacancies of 

professional and executive standard will be 

accounted for in the statistical returns of the 

Professional and Executive secondary Index 

Cards of professional and executive standard 

applicants should not include them in their 

normal statistics.    If an applicants whose 

secondary Index Card is maintained by an 

exchange is placed in employment through 

its efforts, it will be statistically accounted 

for by the Exchange concerned as F.O.A 

placing and professional and Executive 

Employment Office will account it as I.O.A 

placing .  In such cases intimation regarding 

placement, found work etc.  should be 

forwarded to the Professional and Executive 

Employment Office by the Exchange 

concerned.  If an applicant submitted by the 

U.E.I & G.B. is placed against a vacancy 

circulated by the Professional and Executive 

Employment Office, it will be accounted for 

as F.O.A placing by the Professional and 

Executive Employment Office and the 

U.E.I. & G.B. will account it as I.O.A 

placing. 

 

WOMEN APPLICANTS 

Registration 

 

11.11    Women will normally be registered 

by an officer and their registration number 

should be prefixed with the letter “W”. 

Separate Record of Registrations and 

separate Live Register should be maintained 

for them unless otherwise instructed by the 

State Director. 

 

11.12    Employment Officers should visit 

training institutions for women and other 

centres in their area, with a view to 

disseminate information regarding 

employment opportunities available to 

women and also arrange to register those 

likely to pass out from the training 

institutions.  Training institutions for women 

will be regularly supplied with reports on 

employment market information, career 

pamphlets and other occupational literature. 
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Vacancies and Submission 

11.13  Vacancies specifically notified for 

women, but which are not of professional 

and executive standard will be entered in a 

separate Vacancy-Order Register and order 

number should be prefixed with the letter 

“W”.  Separate Live Order Register and 

Dead Order Register should be maintained 

unless otherwise instructed by the State 

Director. 

 

11.14  Submission of women applicants 

should not be confined to vacancies 

specifically     notified for them.  Women 

should be considered for all vacancies for 

which they are eligible. 

 

 

11.15 Employment Officers should arrange 

for wide publicity of vacancies for women           

applicants particularly in occupations in 

which shortage exists.  Efforts should be 

made to locate and persuade employable and 

qualified women to avail of the vacancies in 

occupations, which remain unfilled due to 

non-availability of suitable women 

applicants.  Employment Officers may also 

explore suitable avenues of part-time 

employment for women.  Co-operation of 

local womenorganisations such as the All 

India Women‟s Conference Y.W.C.A. and 

training institutions may be enlisted to the 

maximum extent possible for this purpose. 

 

Widows And Women Separated From 

Their Husbands 

 

11.16   For the purposes of appointment to 

Group C & D posts under the Central 

Government made through the Staff 

Selection Commission and Employment 

Exchanges, the upper age  limit in the case 

of widows, divorced women and women 

judicially separated from their husbands, 

who are not re-married, is relaxed upto the 

age of 35 years (upto 40 years for members 

of Scheduled Caste/Tribe). 

DISPLACED PERSONS 

Registration and Live Register 

 

11.17 Displaced Persons who apply for 

employment assistance will be registered in 

the normal manner.  Those Displaced 

Persons who produce satisfactory evidence 

of the being bona-fide Displaced Persons 

will be registered and for identification 

purposes the name of the country may be 

prefixed while giving the registration 

number. 

 

NOTE:  Para 12.7 refers  to the 

Department of Personnel instructions in this 

regard.  For various types of  Priorities, 

Appendix I(6), Vol. II may be referred.  

DISCHARGED GOVERNMENT 

EMPLOYEES 

Registration and Live Register 

 

11.18   When a Central or State 

Government employee who has been 

retrenched, or is likely to be retrenched 

within three months, applies for employment 

assistance, he will be registered as a 

Discharged Government Employee, 

provided he produces a certificate from the 

department/office where he was last 

employed to show that he has been 

retrenched or is likely to be retrenched 

within three months.  In the case of 

Discharged Central Government Employees, 

the certificate should be in the standard 

Proforma prescribed by the Government of 

India {see Vol. II, Appendix I (3)}. No 

applicant should be registered as a 

Discharged Government Employee (Central 

) without  production of the Discharge 

Certificate.  In respect of persons retrenched 
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or declared surplus as a result of the 

recommendations of the Administrative 

Reforms Commission or the Staff Inspection 

Unit of the Ministry of Finance of the 

Government of India, the certificate should 

be to that effect.  These instructions relating 

to registration of Discharged Central 

Government Employees will be prominently 

displayed on the notice board, for the 

information and guidance of applicants. 

 

11.19 Index Cards relating to Discharged 

Central Government Employees will be 

endorsed “D.G.E (C)”  at the top and those 

relating to discharged State Government 

Employees (including employees of  Union 

Territories), endorsed “D.G.E(S)”.  Index 

Cards relating to those who are both 

D.G.E(C) and D.G.E.(S) will be endorsed 

“D.G.E(C/S)”. Index Cards of Discharged 

Government Employees will be affixed with 

suitable coloured tabs to facilitate 

identification on the Live Register.  The 

entry D.G.E(C) or  D.G.E(S)  as appropriate 

will be made in the category column of the 

X-63, against the names of Discharged 

Government Employees. 

 

11.20  Applicants who claim to be 

Discharged Central or State Government 

Employees, but who are unable to produce 

documentary evidence in support of their 

claim will be registered as ordinary 

employment seekers until confirmation has 

been obtained from the department/office 

concerned .  Verification of service records 

of such candidates may be sought, and as 

soon as documentary evidence is received 

the candidates will be reclassified. 

 

Submission against Government 

Vacancies 

 

11.21 When vacancies in Government 

departments/offices are received,  the claims 

of retrenched Government employees should 

be carefully considered in accordance with 

the instructions issued by the appropriate 

Government in the matter.  Retrenched  

government employees who have been 

debarred from Government Service  should 

not, however, be submitted against 

Government vacancies. 

 

Special Points about submission of 

Discharged Central Government 

Employees 

 

11.22 Persons retrenched or „declared 

surplus as a result of the recommendations 

of the Administrative Reforms Commission 

or Staff Inspection Unit of the Ministry of 

Finance should be given overriding priority 

in the matter of submission against Central 

Government vacancies. These applicants 

should not be compared on merits with 

others on the Live Register who are not 

eligible for such priority.  Even if an 

applicant not belonging to this priority group 

is found more suitable than the one 

belonging to this group, the latter should be 

submitted (and will have to be accepted by 

the appointing authority ) unless he is found 

unsuitable, beyond doubt, for the post in 

question. 

 

11.23  Discharged Central Government 

Employees (and applicants belonging to 

other priority groups ) who may have lost 

proficiency in typewriting may be submitted 

against vacancies of lower division clerks, in 

spite of their lack of requisite speed in 

typewriting provided they are found 

otherwise suitable.  Such persons will, 

however, be required to attain the requisite 

speed  of 30 w.p.m.in typewriting within six 

months of their appointment, failing which 

steps may be taken by the appointing 

authority to terminate their services.  When 

their services are thus terminated, they will 
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not be eligible for any priority thereafter.  

Persons belonging to priority groups who 

are 45 years of age or above are exempted 

from qualifying in a typewriting test, but 

even they are expected to have a working 

speed in typewriting {see Vol. II Appendix I 

(7)}.  

 

 

11.24 Discharged Central Government 

Employee is eligible for submission on a 

priority basis not only against the same 

category of posts from which he was 

retrenched but also for every other post for 

which he is suitable and qualified.  When 

once priority is accorded to a person, there 

should be no objection in submitting him 

even against a post higher than the one he 

was holding before the discharge, provided 

the applicant fulfills all the requisite 

conditions.  For example, a retrenched lower 

division clerk may be submitted against 

vacancies of upper division clerks or 

stenographers provided he conforms to the 

required standards.  

 

NOTE:  A notice  to this effect should be 

displayed at a prominent place in the 

Exchange premises for information and 

guidance of job seekers.  

 

11.25 While registering Central Government 

Employees whose services are declared to 

be no longer required, and who have been 

served with a notice of retrenchment should 

be told in clear terms that in the event of the 

notice being withdrawn, they must inform 

the Exchange immediately.  It should be 

explained to them that from the date of 

withdrawal of the notice, they should 

consider themselves still in Government 

employment, and as such any application for 

employment in another department/ office 

will have to be made through the normal  

channels.  It should further be explained that 

with- holding of such information may lead 

to their irregular submission to other 

Government departments/offices, and that 

may lead to disciplinary  action against 

them.  

 

  On receipt of information that a 

notice of retrenchment has been withdrawn, 

any    priority accorded to the applicant 

should be withdrawn under intimation to the 

applicant.  These instructions may be 

prominently exhibited on the notice board, 

for the information of the applicants. 

 

11.26  Central Government Employees , 

whose services have been terminated under 

Rule 5 of the Temporary Service Rules as a 

measure of reduction in establishment are 

eligible for priority consideration as D.G.Es 

( C ), but those whose services have been 

terminated under same rule on account of 

unsuitability for continuance are not entitled 

to any priority consideration, though they 

are not debarred from consideration for re-

employment in Government Service.  When 

persons whose services have been 

terminated under Rule 5 of the Temporary 

Service Rules apply for employment 

assistance and claim priority consideration, 

they should be asked to produce the 

Discharge Certificate to establish the 

correctness of the claim. 

 

Relaxation of Age Limits in Favour of 

D.G.E ( C ) 

 

11.27     For appointments made otherwise 

than on the basis of open competitive tests 

held by the U.P.S.C the period of service 

rendered by a Discharged Central 

Government Employee will be deducted 

from his actual age, and if the resultant age 

does not exceed the prescribed maximum 

age limit by more than three years, he shall 

be deemed to satisfy the conditions in 
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respect of the maximum age.  Employment 

Officers will admit a person the concession 

only if he produces a certificate from the 

department /office where he was working 

previously to show that he is a D.G.E ( C ), 

as defined in Chapter II {see volume II , 

Appendix I (3)} . 

 

SURPLUS/RETRENCHED CENTRAL 

GOVERNMENT EMPLOYEES 

Registration 

 

11.28      Deployment of surplus/ retrenched 

Group A, Group B, Group C & erstwhile 

Group D Central Government Employees is 

now being made by the Division of 

Retraining & Redeployment  of the 

Department of Personnel. The surplus cell 

for erstwhile Group –D employees earlier 

functioning under DGE&T(now DGE)  

Ministry of Labour & Employment  was 

transferred to the Division of Retraining & 

Redeployment of the Department of 

Personnel & Training with all relevant 

records  vide  DGE, MoLE OM no. DGET-

A-11011/1/2002-Adm.-I, dated 15/03/2002.  

Particulars of surplus persons as a result of 

the recommendations of the Administrative 

Reforms Commission and the Staff 

Inspection Unit of the Ministry of Finance 

shall be reported direct by the 

Ministries/departments/offices concerned to 

the Division of Retraining & Redeployment, 

which will maintain a roster of all such 

persons.  However, when such persons 

approach the Employment Exchange for 

employment assistance, they will be 

registered as priority I candidates. 

Submission against Central Government 

Vacancies 

 

11.29     All Group A, Group B, Group C & 

Group D vacancies under the Central 

Government shall be notified to the Division 

of Retraining and Redeployment of the 

Department of Personnel in the first 

instance.  The Division of Retraining & 

Redeployment shall either nominate persons 

against notified vacancies (if suitable 

candidates are available on its roster), or 

permit the employing authority to fill up the 

vacancy through other permissible channels. 

 

11.30 All retrenched temporary Central 

Government employees who were recruited 

through Employment Exchange and have 

put in at least three years regular continuous 

service before retrenchment are also eligible 

for re-deployment through a Division of 

Retraining & Redeployment.  For 

appointment to Group C and Group D posts, 

the retrenched employees would be eligible 

for age concession by being allowed to 

deduct the length of continuous service 

rendered by them before retrenchment plus a 

relaxation in age to the maximum of three 

years.  The names of employees retrenched 

from Group C, Group D posts who cannot 

be redeployed in the Ministry/Department 

concerned should be referred to the Division 

of Retraining & Redeployment created for 

this purpose in the Department of Personnel. 

Group D Central Government Employees  

 

11.31   Group D Central Government 

Employees who are educationally or 

technically qualified for Group C posts, 

when registered at Employment Exchanges 

will be accorded priority III for submission 

against Central Government Vacancies.  

They are also allowed to deduct from their 

actual age the period of service rendered by 

them in Group D posts in computing the 

maximum age limits.  While making 

submission against Group C vacancies under 

the Central Government,  those who have 

put in longer periods of service in Group D 

posts in Government departments/offices 

may be given preferential consideration.  
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Educationally or technically qualified Group 

D employees of Quasi Government 

organisations under the administrative 

control of the central Government are also 

eligible for registration with the 

Employment Exchanges for Group C posts 

but they will not be entitled to any priority. 

 

EX-SERVICE PERSONNEL, 

DISABLED EX-SERVICE PERSONNEL 

AND DEPENDANTS OF DEFENCE 

SERVICE PERSONNEL KILLED OR 

SEVERELY DISABLED 

 

Registration 

 

11.32   (a) In respect of serving personnel 

expected to be released/retired, registration 

will be initiated fifteen months prior to his 

release/retirement by the retirees‟ unit.  The 

Secondary Index Card (X-I) duly filled in of 

such servicemen will be sent by the 

concerned Zila Sainik Board to the local 

Employment Exchange.  No correspondence 

in this regard is to be entertained by the 

Employment Exchanges from the 

Unit/Record Offices. 

 

(b) Similarly, ex-servicemen already 

released/retired will also not be entertained 

for registration directly by the Employment 

Exchanges.  Their registration will be 

initiated by the Zila Sainik Boards and 

Secondary Index Cards(X-1) in respect of 

such applicants duly filled in will be 

forwarded by the Zila Sainik  Boards to the 

respective Employment Exchanges.  The 

registration of the disabled ex-servicemen 

(including those disabled in peace-time), 

will be initiated at the Rajya Sainik Boards 

only and Secondary Index Cards (X-1) in 

respect of these applicants duly filled in will 

be forwarded by the Rajya Sainik Boards to 

the appropriate Employment Exchange as 

well as, Ex-Servicemen Cell of the 

Directorate General of Employment.  

Secondary Index Cards of such of the 

disabled Ex-servicemen who fall within the 

definition of physically handicapped as 

defined in Chapter II will also be sent  to 

Special Employment Exchanges for 

Physically Handicapped by the Rajya Sainik 

Boards.  So far as dependants of the soldiers 

killed or severely disabled are concerned, 

their applications duly verified will be 

transmitted to the Ex-servicemen Cell of the 

D.G.E for registration.  The Cell shall 

inform the registration numbers(under 

priority II-A) assigned to dependants(upto 

two) to the individual candidates/Directorate 

General Resettlement and concerned Zila 

Sainik Boards.  The particulars of such 

dependants alongwith the registration 

numbers will also be forwarded by the Ex-

servicemen Cell of the D.G.E to the 

concerned Employment Exchange for 

registration and employment assistance. 

 

(c ) The Employment Exchange, on 

receipt of Secondary Index Cards in respect 

of ex -servicemen, disabled ex-servicemen 

and dependants of soldiers killed or 

severally disabled, will record their 

particulars in a separate X-63, indicating the 

appropriate category i.e. XS, disabled XS, 

dependant.  These Secondary X-1 cards will 

be filed in the Live Register according to 

their date of registration.   

 

Interpretation of Discharge Certificate 

11.33 The service terms used in the 

Discharge Certificates of Ex-Servicemen in 

respect  of  character and conduct will have 

the following meanings, which may be 

explained to employers, if necessary. 

 

Exemplary: Absolutely reliable and trust 

worthy.  

 

Very Good: Extremely reliable and worthy 

individual. 
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Good: Generally reliable and worthy 

individual. 

 

Fair: Not so reliable and more 

likely to lose control of 

himself. 

 

 Indifferent: Has not taken kindly to the 

life in Defence Services; not 

very reliable or  trustworthy. 

 

Bad: Not emendable to discipline; 

likely to be unreliable in any 

walk of life.  

 

11.34 The Government of India and the 

State Governments have recognised a 

number of service qualifications equivalent 

to certain civil education qualifications for 

purposes of employment in the Central/State 

Government establishments.  These are 

given in Vol. II at Appendix I(8). 

 

Concession and Priorities admissible to 

Ex-Service Personnel 

 

11.35    (a) All Ex-service personnel 

should be regarded as Discharged  Central 

Government Employees D.G.E(C) provided 

they satisfy the definition of the term as 

given in chapter II and they are entitled to 

all concessions and priorities admissible to 

D.G.E(C). 

 

(b) All ex-servicemen are entitled to 

priority III for submissions against Central 

Government vacancies. 

(c) For appointment to Group C and 

Group D posts (both for reserved and 

unreserved  vacancies), Ex-servicemen shall 

be allowed to deduct the period of such 

service from their actual age, and if the 

resultant age does not exceed the maximum 

age limit prescribed for the post/service by 

more than three years, they shall be deemed 

to satisfy the conditions regarding age limit. 

 

(d) Ex-Servicemen (including Disabled 

Ex-Servicemen) who have put in not less 

than three years service in the Armed 

Forces, or whose total service in the Defence 

Forces and a civil department is not less than 

three years shall be exempted from the 

prescribed educational qualifications for 

purposes of appointment to Group D posts 

reserved for ex-servicemen under the 

Central Government.   

 

  

(e) The appointing authority may at its 

discretion relax the minimum educational 

qualifications of middle school or less, 

prescribed for any Group „C‟ post(s), for 

appointment of ex-servicemen to a reserved 

vacancy, provided the candidate is otherwise 

fit to hold the post and perform the duties 

attached thereto. 

 

(f) For purpose of computing qualifying 

service, the service rendered by the ex-

servicemen in the corresponding Group of 

the post in civil Department or public sector 

undertaking or an autonomous organisation 

whether under the Central or State 

Government or in a Nationalised Bank may 

be added to the period of service rendered in 

the Armed Forces. 

 

(g) Priority I, along with surplus/ 

retrenched Central Government employees , 

for purposes of appointment to Group C and 

erstwhile Group D posts filled through 

Employment Exchange/Ex-Servicemen Cell 

shall be accorded to:- 

 

(i) disabled ex-servicemen as defined in 

Chapter II(disabled in war time) 
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(ii) ex-servicemen disabled in peace time 

if their disability is attributable to 

Military service. 

 

(h) Priority II A shall be accorded to 

upto two members each of the families of:- 

 

(i) Defence Service Personnel killed or 

severally disabled in action.     

 

(ii) Defence service personnel killed or 

severely disabled with over 50 

percent    disability  and becoming 

unfit for employment in peace time, 

provided their death/disability is 

attributable to military service. 

        

For  appointment to Group C and erstwhile 

Group D posts filled through the 

Employment Exchange/Ex-Servicemen Cell. 

 

(i) The disabled Defence Service 

personnel will be eligible for appointment to 

Group „C‟ posts , which are filled on results 

of competitive examinations conducted by 

the Staff Selection Commission and other 

bodies provided they are educationally 

qualified.  For appearing at the examination, 

they are allowed a relaxation of the age limit 

up to three years (eight years in the case of 

disabled Defence Services personnel 

belonging to SC/ST) in excess of the 

prescribed upper age limit, subject to the 

condition that they would not be allowed to 

avail of a larger number of chances in 

respect of recruitment to a service, or a 

group of services, than the maximum 

number of chances permissible to any 

general candidate under the age limit. 

 

(j)  For appointment of Group „C‟ and 

erstwhile „D‟ posts, which are filled through 

the Employment Exchanges, the disabled 

Defence Services Personnel would be 

allowed relaxation of the age limit upto 45 

years of age (50 years in the case of disabled 

Defence Service personnel belonging to the 

SC/ST), or provided they satisfy the age 

limit prescribed for a particular post after 

deducting the period of their service in the 

Armed Forces from their Actual age and 

adding three years thereto, whichever, may 

be more advantageous to them. 

 

(k) The post reserved for Ex-

servicemen/ disabled Ex-servicemen and 

those which are to be filled by priority 

category candidate, should not be filled 

through any other sources without making a 

reference to the Zila Sainik Board/Rajya 

Sainik Board/Ex-servicemen Cell, 

DGE&T(now DGE) /Employment 

Exchange, as appropriate. 

 

(l) Disabled Ex-servicemen who are 

considered for appointment to Group C 

posts filled through the Employment 

Exchange but who do not possess the 

required educational qualifications will not 

be considered ineligible for appointment, 

merely on that account.  Their ability to 

discharge the duties expected of the 

incumbents of the particular Group C posts, 

will be assessed by the appointing 

authorities on the basis of a suitable test 

designed for the purpose. 

 

(m)  Disabled Ex-Servicemen will be 

examined by the Demobilization Defence 

Services Medical Board, and the certificate 

of fitness granted by the Board will be 

adequate for purposes of appointment of 

such personnel in Government 

departments/offices.  

 

Vacancy & Submission 

11.36 (a) The entire responsibility to 

sponsor Ex-Servicemen(including disabled 

Ex-Servicemen both during war time as well 

as peace time and dependants) against 

reserved vacancies in the Central 

Government offices/ Establishments/ 
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Undertakings/Enterprises (including 

Nationalised Banks) will be of the Zila 

Sainik Boards/Rajya Sainik 

Boards/Directorate General Resettlement .  

The Employment Exchanges/Ex-Servicemen 

Cell are not to make submissions against 

vacancies reserved for ex-servicemen. The 

non-availability certificates(N.A.C)  in 

respect of such vacancies will only be issued 

to the employers by the Rajya Sainik Boards 

under intimation to the concerned 

Employment Exchange for further necessary 

action, if any. Employment Exchanges will, 

however, sponsor ex-servicemen against the 

unreserved vacancies in Central Govt. 

offices/Establishments/Undertakings/ 

Enterprises(including Nationalized Banks) 

and reserved and unreserved vacancies of 

the State Government, State Quasi-

Government, local bodies and Private 

Sectors. 

 

(b) The Ex-Servicemen Cell of the 

D.G.E  will sponsor disabled ex-servicemen 

and  dependants only against the vacancies 

earmarked to be filled by priority candidates 

in Central Government 

Offices/Establishments. 

( c )  In respect of vacancies reserved for 

ex-servicemen and those earmarked for 

priority category candidates in Group „C‟ 

and Group „D‟ Civil posts under the 

Ministry of Defence including the lower 

formations and subordinate offices, Director 

General Resettlement would sponsor 

disabled Defence Services personnel & 

dependants of those killed or severely 

disabled. 

(d) As regards the vacancies earmarked 

to be filled by priority candidates in 

the Government of India, these shall 

be simultaneously notified to the 

concerned Employment Exchanges 

and the Ex-Servicemen Cell of the 

D.G.E. The Ex-Servicemen Cell of 

the D.G.E. shall sponsor disabled ex-

servicemen and disabled ex-Border 

Security Force personnel (holding 

priority I) and dependents of 

Defence Service Personnel killed or 

severely disabled and dependents of 

Border Security Forces personnel 

killed in Action (holding Priority 

IIA) against the vacancies meant for 

priority categories of candidates.  If 

suitable candidates holding Priority I 

or IIA are not available on the rolls 

of Ex-Servicemen Cell of the 

D.G.E., the said vacancies shall be 

released to the concerned 

Employment Exchanges for 

sponsoring other candidates holding 

Priority III or otherwise. 

 

(e) Employment Exchanges will, 

however also submit these applicants against 

all priority and non-priority vacancies 

notified to them.  But these applicants 

should not be called to the Exchange unless 

absolutely essential. 
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Note: Released emergency commissioned 

and Short Service regular commissioned 

officers should be considered as Ex-

Servicemen. 

 

11.37 Normally two types of personnel are 

employed in the Territorial Army, those 

employed on a part-time basis , and those 

employed on a full-time basis on the 

permanent establishment. Obviously, 

persons falling in the first category and 

discharged from the Territorial Army should 

not be considered as Ex-Servicemen .  As 

regards persons of the second category , 

most of them are either Ex-Servicemen or 

ex-officers of the Armed Forces re-

employed and as such, they continue to be 

Ex-Servicemen on discharge form the 

Territorial Army.  There may be a few who 

are not Ex-Servicemen but employed  as the 

permanent staff.  These persons who are 

engaged as the permanent staff for a limited 

number of years should be considered as 

Discharged Central Government Employees. 

 

11.38  Persons engaged as the permanent 

staff of the Territorial Army service for 

varying periods, and on discharge some of 

them revert to part-time employment in the 

Territorial Army itself.  This part time 

employment only means a period of 

training, the duration of which may range 

from 30 to 60 days in a year.  Persons who 

serve as the Permanent staff for a period of 

six months or more and who on discharge 

revert to part-time employment in the 

Territorial Army are to be considered as 

Discharged Central Government Employees. 

 

 

11.39  During the Emergency, Territorial 

Army units were called up for full-time  

service and Territorial Army personnel were 

embodied for service in these units.  These 

personnel on disembodiment have reverted 

to part-time service for long periods.  

Though, they were not in the permanent 

establishment of the Territorial Army, they 

should be considered as Discharged Central 

Government Employees, provided they were 

employed on a full-time basis against 

regular establishment for a continuous 

period of six months or more. 

 

11.40 Considering the useful training and 

experience acquired during the service with 

the Territorial Army, Employment Officers 

should make special efforts to place ex-

Territorial Army Personnel in suitable 

alternative employment. 

Lok Sahayak Sena Personnel 

 

11.41 Lok Sahayak Sena Personnel who 

have served as the permanent staff for a 

period of six months or more, and then 

reverted to part-time employment in that 

organisation are eligible to be considered as 

Discharged Central Government Employees. 

 

Ex-Airmen of the Auxiliary , Air Force 

11.42 Ex-Airmen of the Auxiliary Air 

Force who were called up for Air Force 

service during the Emergency under  section  

25( c ) of the Reserve and Auxiliary Air 

Force Act, 1952 , and discharged after a 

continuous engagement of six months or 

more should be treated as discharged Central 

Government Employees, provided they were 

employed on a full time basis against regular 

establishment. 

 

Discharged Defence Personnel (Civil and 

Service)  

11.43 Retrenched and released 

personnel(both civil and service) of the 

Defence organisations should be regarded as 

Discharged Central Government Employees, 

provided they satisfy the definition of the 

term as given in Chapter II.  With a view to 

ensure that vacancies in Defence 

establishments are filled up by personnel 
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retrenched from those establishments or by 

Ex-Servicemen such personnel should be 

given preference over other Discharged 

Central Government Employees in the 

matter of submission against vacancies 

notified by Defence establishments. Index 

Cards relating to such persons should be 

suitably tabbed to facilitate identification. 

 

Discharged Civilian Employees of 

Defence Services 

11.44      At times, civilians are appointed 

temporarily to posts normally held by 

combatants in lower formations of Defence 

Services.  When combatants become 

available, these civilians are discharged.  

Such retrenched employees who have put in 

a continuous service of six months or more 

shall be considered as Discharged Central 

Government Employees . 

 

Retrenched Personnel of the General 

Reserve  Engineering Force 

11.45 (a) Personnel released from the 

G.R.E.F on completion of their tenure of 

service should be considered as Discharged 

Central Government Employees , provided 

they have put in a continuous service of six 

months or more. 

 

(b) Serving personnel of the G.R.E.F. are 

eligible to get themselves registered with the 

Employment Exchanges six months prior to 

their release from the G.R.E.F through their 

respective units. 

 

 

 

Cadet Instructors in the National Cadet 

Corps 

 

11.46 Persons recruited from 1
st
 January, 

1963 onwards as whole-time cadet 

instructors in the N.C.C, on release on the 

expiry of their initial/extended tenure and 

those who are released before the expiry of 

their initial/extended tenure after serving for 

a period  of not less than six months shall be 

treated as Discharged Central Government 

Employees provided they produce a 

certificate to the effect that they had been 

released from the N.C.C on the expiry of 

their initial /extended tenure.    

 

Statistics 

11.47 Compilation and maintenance of 

Statistics in respect of ex-servicemen 

including disabled ex-servicemen will be the 

responsibility of the Sainik Boards. 

 

Disabled Border Security Force Personnel 

and Dependants of Border Security Force 

Personnel killed in Action. 

11.48 (a)  Full particulars of Disabled B.S.F. 

Personnel and dependants of deceased B.S.F 

Personnel, who are not absorbed against 

vacancies in the B.S.F and other Para-

military   organisations under the Ministry 

of Home Affairs, shall be furnished to the 

Ex-Servicemen Cell of the D.G.E. by the 

Director General of the Border Security 

Force.  On receipt of the particulars, the Ex-

Servicemen Cell  will register them, 

indicating the nature and details of disability 

in appropriate cases alongwith the Disability 

Code {See Vol. II Appendix I (9)}.  In case 

of dependants, the relationship with the BSF 

personnel killed in action should be recorded 

in F.O.U Column. X-63 should be 

maintained Statewise. 

(b) The Ex-Servicemen Cell furnish the 

particulars of disabled B.S.F personnel and 

eligible dependents to the concerned 

Employment Exchanges for registration and 

submission.  A separate X-63 should be 

maintained for such applicants.  No renewal 

of registration will be necessary in their 

case. 
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Vacancy & Submission 

11.49 Vacancy and submission procedure 

has been given in para 11.36 

 

Concession & Priorities 

11.50 Following priorities and concessions 

will be admissible to the disabled B.S.F 

personnel and eligible dependents in the 

matter of submission against Central 

Government vacancies:- 

 

(a) Disabled B.S.F Personnel will be 

accorded priority I for purposes of 

appointment to Group C and Group D posts 

filled through the Employment Exchange, 

provided their age does not exceed 45 years 

(50 years in the case of Disabled B.S.F. 

Personnel belonging to Scheduled Castes 

and Scheduled Tribes).  Upto two members 

each of the families of B,S,F Personnel 

killed in action will be accorded priority II.  

For this purpose, members of the families 

of B.S.F will include besides his widow,  

his sons, daughters or near relations who 

agree to support his family. {See Volume 

II, Appendix I (6)}. 

 

(b) For appointment  to Group A, Group 

B and Group C posts made on the basis of 

competitive examinations conducted by the 

U.P.S.C or bodies like the Institute of 

Secretariat Training and  Management , 

Disabled B.S.F Personnel will be allowed a 

relaxation of age limit up to three years 

(eight years in respect of Disabled B.S.F 

Personnel belonging to Scheduled Castes 

and Scheduled Tribes), subject to the 

condition that they will not be allowed to 

avail of a larger number of chances for 

recruitment to a service or group of services 

than the number of chances permissible to 

any general candidate.  For purposes of 

appointment to Group A and Group B posts, 

recruitment to which is usually made 

through the U.P.S.C otherwise than on the 

basis of the results of competitive 

examinations, Disabled B.S.F Personnel will 

be allowed a maximum age relaxation upto 

45 years (50 years in respect of Disabled 

B.S.F Personnel belonging to Scheduled 

Castes and Scheduled Tribes).  The 

concession in the upper age limit referred to 

above will not apply to examinations 

conducted by the U.P.S.C for entry into 

Defence Services.   

 

NOTE:- For purposes of claiming the age 

concessions referred to above, a certificate 

from the Director General, B.S.F  will be 

accepted as documentary evidence. 

( c ) Disabled B.S.F Personnel who are 

considered for appointment to Group C 

posts filled through the Employment 

Exchange, but who do not possess the 

required educational qualifications will not 

be considered ineligible for appointment 

merely on that account.  Their ability to 

discharge the duties expected of the 

incumbents of the particular Group C posts 

will be assessed by the appointing 

authorities on the basis of suitable tests 

designed for the purpose.  As regards 

appointment to Group D posts of peon, 

jamadar, daftry and record sorter, the 

prescribed, minimum educational 

qualification of middle school standard will 

be relaxed in the case of those Disabled 

B.S.F Personnel who have put in three years 

service including service in a civil 

department. 

 

(d) Disabled B.S.F  Personnel will be 

examined by a Medical Board of the B.S.F 

and the certificate of fitness granted by that 

Board will be considered adequate for 

purposes of appointment of such personnel 

in government departments/offices. 

Persons Whose Land Is Acquired For 

Defence Projects 
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11.51 When persons are ousted from their 

land for the purpose of a defence project, the 

Employment Exchange will, on receiving 

request from the project authorities, register 

such persons at the project site by deputing 

its staff.  After their registration, the oustees 

employed by the project authorities will be 

accounted for as „found work‟ and not as 

„placements‟.  The concession will be given, 

only upto construction stage of the project, 

to all oustees irrespective of the fact whether 

they are land owners or their dependents.  

Scheduled Caste and Scheduled Tribe 

Applicants Verifications 

 

Verification 

 

11.52 (a) When an applicant applying for 

registration and employment assistance 

claims that he belongs to a Scheduled Caste 

or Scheduled Tribes {see Volume II, 

Appendix I (10) for lists of Scheduled 

Castes and Scheduled Tribes}, he should be 

registered. As such he may be given option  

for verification of Caste certificate 

physically or through Digi-locker or online 

as the case may be. 

 

(b)  A person, who by virtue of being a 

resident in the localities specified in the 

President‟s Orders is a member of the 

Scheduled Caste or Scheduled Tribe, as the 

case may be, does not lose that character by 

shifting his residence to another locality in 

search of employment, or for registering 

himself for employment.  So long as such a 

person meets the conditions specified in the 

President‟s Orders, he has to be considered 

as belonging to Scheduled Caste or 

Scheduled Tribe, and registered as such 

even if the Exchange is situated outside the 

locality of the candidates residence. 

Registration and Live Register 

 

11.53(a) Before Scheduled Castes and 

Scheduled tribes are registered, they should 

be provided brief guidance with special 

emphasis on job opportunities, training 

facilities, concessions and privileges, 

scholarships, etc. open to them.  They 

should be encouraged to go in for training in 

those trades, in which there is considerable 

demand for trained hands. 

(b)  An entry „S.C.‟  or  „S.T.‟ as 

appropriate will be made in the „category‟ 

column of the X-63, against the names of 

Scheduled Castes and Scheduled Tribes. 

( c ) Index Cards of Scheduled Caste and 

Scheduled Tribe-applicants should be filed 

separately, in serial order according to 

registration numbers, within each 

occupational group on the Live Register, 

before the Index Cards of other applicants. 

Vacancy and Submission 

 

11.54 (a) Fifteen percent of the vacancies 

in posts filled by direct recruitment on an 

all-India  basis by open competition (i.e. 

through the U.P.S.C or by means of open 

competitive tests held by any other 

authority) and 16-2/3 per cent of the 

vacancies in posts where recruitment is 

made otherwise are reserved for Scheduled 

Castes 7-1/2 per cent of the vacancies in 

posts filled by direct recruitment on all India 

basis , both by open competition and 

otherwise, are reserved for Scheduled 

Tribes. 

 

b) Requisitions for workers received 

from Central Government 

departments/offices in which the number of 

vacancies reserved for Scheduled Castes and 

Scheduled Tribes has not been indicated 

shall be returned to the employer, for re-

submitting the same duly indicating the 

number of vacancies reserved for them, 

Employing authorities under the central 
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Government are under instructions that 

while notifying vacancies reserved for 

Scheduled Castes and Scheduled Tribes in 

Group C and Group D posts, it should be 

clearly indicated whether the posts are non-

technical or quasi-technical. 

 

c) Scheduled Caste and Scheduled 

Tribe applicants should be submitted against 

Government vacancies reserved for them, as 

also private vacancies where the employer 

specifically states that Scheduled Castes or 

Scheduled Tribes should be submitted.  

However,  submission of  Scheduled Castes 

and Scheduled Tribes should not be 

confined to vacancies reserved for them.  

They should also be considered for 

submission along with others against 

unreserved vacancies as and when they 

come in the normal scheme of submission. 

 

d) Appointing authorities should 

intimate the result of selection of candidates 

sponsored by the Employment exchanges to 

them within a period of 15 days from the 

date of selection [as per amended EE(CNV) 

Rules No. 5(3)], and if any of the reserved 

vacancies for Scheduled Castes  or 

Scheduled Tribes is not filled by a candidate 

of the respective category specific reasons 

thereof should be communicated to the 

Employment Exchange concerned 

(Instruction have also been issued to Public 

Sector Undertakings and statutory Bodies to 

follow the same procedure.). 

 

 

e) In the case of direct recruitment of 

Scheduled Caste and Scheduled Tribe 

candidates against reserved vacancies, 

whether by examination or otherwise, if 

sufficient number of candidates is not 

available on the basis of general standards to 

fill all the vacancies, candidates belonging 

to these communities may be selected to fill 

the remaining vacancies, provided they are 

not found unfit for such posts.  If the 

requisite number of Scheduled Caste and 

scheduled Tribe candidates possessing even 

lower standards are not available, for non-

technical and quasi-technical Group C and  

erstwhile Group D posts filled otherwise 

than through written examination, 

candidates who fulfil the minimum 

educational qualifications may be selected, 

and in service training be given to them for 

improving their standards. 

 

f) The interview of Scheduled Castes 

and Scheduled Tribe candidates should be 

held on a day or sitting of the Selection  

Committee other than the day or sitting on 

which general candidates are to be 

interviewed, so that Scheduled Caste and 

Scheduled Tribe candidates are not judged 

in comparison with general candidates. 

Concession and Privileges 

11.55  In  case of the candidates belonging 

to Scheduled Castes and scheduled Tribes , 

the maximum age limit prescribed for 

appointment to both gazetted and non 

gazetted service or post will be increased by 

five years.  The physically handicapped 

persons who belong SC/ST will be eligible 

for age relaxation of Ten years for group C 

& D posts over and above the age relaxation 

of 5 years as SC/ST. 

(b)  Scheduled Caste and Scheduled 

Tribe candidates called for interview by the 

UPSC  on the basis of competitive 

examinations will be entitled to a single 

second class railway fare from the normal 

place of residence to the place of interview 

and back.  When Scheduled Castes and 

scheduled Tribe candidates are called for 

interview/written test, for appointment to 

group C & D posts advertised posts or 

through the Employment exchange 

recruitment to which is made 

departmentally, the appointing authorities 

may allow such candidates single second 
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class railway fare by the shortest route from 

the normal place of residence to the place of 

interview and back provided the distance 

traveled by rail each way exceeds 80 K.M. 

(50 miles) .  For journeys by road between 

stations not connected by rail, the appointing 

authority may allow such candidates actual 

bus fare or road mileage at the lowest rate 

admissible to Government Servants 

whichever is less, provided the distance 

covered by road is more than 32 K.M. (20 

miles) each way. 

( c ) Details relating to reservation of 

vacancies for Scheduled Castes and Tribes 

and other concessions and privileges 

admissible to them should be displayed 

prominently for the information of all 

concerned. 

Contacts with Scheduled Caste and  

Scheduled Tribe Associations. 

 

11.56   In the light of the provisions of the 

Constitution , special efforts should be made 

to find out suitable employment for 

Scheduled Caste and Scheduled Tribe 

applicants, Employment Officers should 

enlist the co-operation of recognized 

Scheduled Caste and Scheduled Tribe 

Associations with this end in view.   They 

should be asked to advise suitable qualified 

candidates interested in employment 

assistance to register at the Employment 

Exchanges.  If Scheduled Caste and 

Scheduled Tribe applicants are not available 

on the Live Register for submission against 

notified vacancies, the assistance of local 

Scheduled Caste and Scheduled Tribe 

Associations/Organisations should be sought 

to obtain suitable candidates and make the 

vacancies widely known.  In appropriate 

cases, the vacancies should be circulated to 

other Exchanges where suitable candidates 

are likely to be available.  If necessary, the 

Exchanges may also advertise such 

vacancies in the press(without disclosing the 

name of the employer) inviting suitable 

Scheduled Caste and Scheduled Tribe 

applicants to apply to the Exchange, if 

authorised by the State Director.  

Reservation for Other Backward Classes 

 

11.57      Twenty seven percent (27%) of 

the vacancies in Civil posts and services 

under the government of India , to be filled 

through direct recruitment shall be reserved 

for the Other Backward Classes .  In the case 

of candidates belonging to OBC Categories, 

the maximum age limit prescribed for 

appointment to various posts to be filled 

through direct recruitment will be increased 

by three years.  The procedure of 

registration and submission as outlined for 

Scheduled Caste and Scheduled Tribe 

applicants may also be followed in case of 

applicants belonging to Other Backward 

Classes.  Some of the State Governments 

have also reserved certain percentage of 

vacancies for applicants belonging to 

Backward Classes. 

CRAFTSMEN HOLDING 

RECOGNISED CERTIFICATES/ 

DIPLOMAS 

Special Procedure 

11.58 (a) Craftsmen holding recognised 

certificates or diplomas of proficiency in 

their trade are classifiable under the 

following categories:- 

 

(i) Holders of National Trade Certificate 

awarded by the National Council 

for Training in Vocational Trades 
(  N.C.T.V.T.) . Applicants holding 

the certificates should have 

successfully completed institutional 

training in Industrial Training 

Institute of one or two year duration 

depending on the trades. 
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(ii) Holders of National Apprenticeship 

Certificate awarded by the 

N.C.T.V.T on behalf of the Central 

apprenticeship Council (C.A.C).  

Applicants holding these certificates 

should have successfully completed 

either basic I.T.I training for one or 

two years followed by shop floor 

training in industry for a period of 

either two or one year, or 

apprenticeship training for two or 

three years, depending on the trades. 

 

(iii) Holders of certificate from other 

State Government Institutes. 

 

(iv) Holders of certificate /diploma from 

recognised institutions other than 

those mentioned at (i) to (iii) above.  

With regard to this item, the criteria 

for regarding a certificate/diploma 

awarded by an institution as 

recognised would be that the award 

should have the recognition of the 

Central or the State Government.  

The different types of craftsmen 

enumerated above should be 

identified on the basis of the type of 

certificate held by them.  A list of 

training institutions/centres, whose 

awards are recognised by the State 

Government should be maintained in 

consultation with the appropriate 

authority in the State to facilitate 

such identification, and this list 

should be kept upto date.  The 

information contained in the 

“Handbook” on Training Facilities in 

India” may also be made use of for 

the purpose. 

 

 

(b)   The above categories of craftsmen 

should be registered in the normal manner 

and the Index Cards in respect of applicants 

at (i) , (ii), (iii) and (iv) above should be 

endorsed N.T.C., N.A.C.,   State and others 

respectively.  Suitable identification tabs 

should be affixed on these Index Cards.  A 

running record should be maintained in the 

following form in respect of categories 

mentioned at (i) and (ii) in para (a) above, to 

facilitate rendering returns ES-2.2. 

 

Record of Craftsmen Holding Recgonised 

Certificates/Diplomas Registered at the 

Employment Exchange 

*Category N.T.C./N.A.C 

Date of 

Registr

ation 

Name 

of 

Appli-

cant 

Regist

r-ation 

Numb

er 

NC

O 

Cod

e 

No. 

Occupa

tion in 

which 

trained 

1. 2. 3. 4. 5. 

 

 

    

Occupa

-tion  in 

which 

placed 

Date 

on 

which 

placed 

Return ES 2.2 

in which 

placing 

accounted 

Remark

s 

6. 7. 8. 9. 

    

 

 

NOTE:-  (1) Separate pages should be 

opened in the running record for each 

category of certificate holders i.e. N.T.C. 

and N.A.C when an Index Card of any of 

these applicants is removed from the Live 

Register, the reason should be entered in the 

remarks‟ column of the running record. 

 

(2) The running record need not be 

maintained in respect of categories (iii) and    

(iv) of sub-Para (a) above, unless otherwise 

instructed by the State  Director. 
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I.T.I Trainees 

 

11.59 (a)  Efforts should be made to get all 

ex-trainees registered at Employment 

Exchanges.  With a view to achieve this, 

Employment Officers should endeavor to 

meet trainees after they have passed their 

trade, tests, at the Training Centres.  Such 

visits should be arranged in consultation 

with Principals of the Centres.  On such 

occasions, the Employment Officer should 

explain the functions of the Employment 

Service and how it can help the trainees.  He 

should advise the ex-trainees to take the first 

opportunity to present themselves for 

registration and employment assistance  at 

the Employment Exchange servicing their 

place of residence. 

 

(b)  Trainees who have successfully 

completed their institutional training are 

issued with   provisional certificates by the 

heads of the Training Institutes/Centres.  

Such trainees may be registered at the 

Exchanges on the basis of their provisional 

certificates. 

(c )  Trainees undergoing training sometimes 

seek to get themselves registered with 

Employment Exchanges and abandon the 

training course when they are placed in 

employment.  This is not desirable.  When 

such a trainee applies for registration, it 

should be made clear to him that he cannot 

be registered until he completes the training 

or produces a certificate from the Principal 

of the training Centre to the effect that he 

has been discharged from the centre and he 

will not be pursuing the course any longer. 

 

(d) Employment Officers should 

consider it as their special responsibility to 

provide early employment to the trainees 

who have successfully completed their 

course, in occupation where their training 

can best be utilized.  Close contact should be 

established with employers who are likely to 

require the service of these trained persons.  

The placement of all passed out trainees 

should be the  ultimate aim. 

 

Apprenticeship Trainees 

11.60 (a) In connection with the 

implementation of the Apprentices Act, 

1961 , Principals of Industrial Training 

Institutes/Centres (in their capacity as 

Assistant Apprenticeship Advisers) are 

required to locate the Industrial 

establishments coming within the purview 

of the Act in their jurisdiction and establish 

contacts with them.  Employment Officers 

should assist the Principals by providing 

them with the list of 

establishments/industries covered by the 

E.M.I programme.  This will be done on the 

basis of the Employer‟s Register maintained 

in the Exchange and other sources of 

information available with them. 

 

(b) Applicants undergoing 

apprenticeship training should not be denied 

the facilities accorded by the Employment 

Exchanges.  They should be registered with 

Employment Exchanges, without production 

of no objection certificates.  Index Cards of 

apprentices posted for training through the 

Employment Exchanges should be retained 

on the Live Register for submission against 

suitable vacancies. 

 

 

EMPLOYED PERSONS 

 

Persons Employed Under The Central 

Government. 

11.61 (a) Permanent and temporary Central 

Government Employees will be allowed to 

register their names with the Employment 

Exchanges for a higher post under the 

Government/Public Sector 

Undertakings/Autonomous Bodies on 

production of a no objection certificate from 
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their employers.  The grant of no objection 

certificates to such permanent and quasi-

permanent employees will be subject to the 

following conditions: 

 

(i) An employee should be registered 

only for a post higher than the one he 

is holding under the Government.  In 

case of doubt as to whether the post 

for which a permanent quasi-

permanent employee intends to 

register himself with the Exchange is 

higher than the one he is holding, the 

decision of the head of 

office/department shall be final. 

 

(ii) Temporary employees who desire to 

be registered for equivalent posts 

should produce a „No Objection 

Certificate‟ from the employer.  

Temporary employees are entitled to 

be issued „No Objection Certificate‟ 

from the employer vide Ministry of 

Home Affairs, Department of 

Personnel and Administrative 

Reforms, O.M. NO. 14024/4/77 

Estt.(D) dated 4.7.1977. 

 

Persons Employed Under The State 

Government 

 

11.62 Registration of persons employed 

under the State  Government shall be 

governed by instructions issued by the State 

Government concerned. 

 

Persons Employed In Quasi-

Government/Local Body/ Private 

Establishments. 

 

11.63 Persons employed in „Quasi-

Government, Local Body and  Private 

establishments shall be allowed to register 

with the Employment Exchange without 

producing no objection certificates. 

 

11.64 (a) The employed persons should be 

registered in the normal manner.  The period 

of notice that the applicant would need to 

join a new post should be recorded in the 

f.o.u column of the X-1 which will be 

endorsed „Employed Persons‟ at the top.   

An entry „E Pn‟ should be made in the 

„category column of the X-63 against names 

of employed persons. 

 

(b) When an employed person who 

allows his registration to lapse, reports for 

re-registration, he should be registered on 

the basis of „No Objection Certificate‟ from 

the present employer. 

 

(c) If an employed person registered at 

the Exchange becomes unemployed, his 

original registration with the same 

registration number should continue on the 

Live Register .  The endorsement made on 

the top of the X-1 should however, be 

deleted. 

 

(d) Employment persons in Group „D‟ 

posts in Central Government 

Offices/Establishments, who are 

educationally qualified for Group „C‟ posts, 

will be allowed priority against Central 

Government vacancies, if they report to the 

Employment Officer with the necessary 

certificate.  The Employment Officer in 

such cases will record under his dated 

signature the priority granted to the 

registrants.  Notice to this effect should be 

displayed at a prominent place in the 

Exchange premises for information and 

guidance of the job-seekers. 

 

(e) Index Cards of employed persons 

shall be filed in the normal manner, 

alongwith those of the unemployed. 

 

Appointment of Muster Roll on 

Workcharged Establishments of 

C.P.W.D. 
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11.65 The Workcharged establishments of 

C.P.W.D. cannot appoint their Muster Roll 

employees direct on occurrence of 

vacancies, unless they are sponsored by the 

Employment Exchange.  However, while 

making submissions against vacancies of the 

Workcharged establishment, any period of 

experience possessed by the applicant as 

Muster Roll employee will be taken into 

consideration. 

SELF EMPLOYED PERSONS 

Special Procedure 

11.66 Index Cards of self employed 

persons should be completed in the normal 

manner.  They should be endorsed „Self 

Employed‟ at the top preferably by means of 

a rubber stamp.  An entry „S.E.Pn‟ should be 

made in the category column of the X-63, 

against the entries relating to self employed 

persons.  Index Cards of  such applicants 

will be filled in the normal manner, along 

with those of unemployed persons.  For 

purposes of submission, self-employed 

persons should be treated on par with 

unemployed applicants. 

 

Released Bonded Labour 

 

11.67 a) The released bonded Labour will 

be granted relaxation of age upto 40 years 

for recruitment in Group „C‟ and Group „D‟ 

posts under the Government of India. 

 

(b) The released bonded labour will be 

accorded priority III (viii) for the purposes 

of employment through Employment 

Exchange. 

 

(c) The Index Cards and the Identity 

Cards of such applicants should be endorsed 

„Released  Bonded Labour‟ on the top.   

Similar endorsement should be made in the 

running record of registration (X-63) against 

parallel entries. 

 

(d) The District Magistrates in their 

capacity as Chairman of the District 

Vigilance Committee constituted under the 

Bonded Labour System (Abolition) Act, 

1976 and Rules framed thereunder are 

authorised to issue Identification Certificates 

to the bonded labour released as per the 

provisions of the Act. 
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STRIKE AND LOCKOUT VACANCIES 

Policy 

12.1 The policy of the Employment 

Service in dealing with vacancies arising out 

of a strike or with applicants affected by a 

strike or lockout is as follows:- 

 

In the event of a strike or lockout, an 

Employment Exchange will refuse to accept 

vacancies or register workers arising out of 

the strike or lockout except in the case of a 

strike or lockout which the appropriate 

Government, through the duly authorised 

Officer, notifies to the Employment 

Exchange to be an illegal strike or lockout , 

the continuance of which is contrary to 

public interest and directs the Employment 

Exchanges to submit suitable applicants.  In 

all cases where workers are submitted 

against strike vacancies or where workers 

who are on strike are submitted to 

employers for employment, the Employment 

Exchange will, before making such 

submissions, inform the workers or the 

employer, as the case may be, that the 

vacancy is due to an illegal strike or that the 

person who had been submitted for 

employment  is unemployed because of an 

illegal strike or lockout. 

Note- Notwithstanding what has been stated 

above, if a strike occurs in an Essential 

Service, the State Government may, in the 

public interest, direct an Exchange(s) to 

accept vacancies and register workers for 

submission against such vacancies, 

regardless of the legality or illegality of the 

strike. 

 

 

 

 

 

 

Procedure Before Authorization 

12.2 When vacancies which have arisen 

(directly or indirectly) as a result of a strike 

are notified, or when persons who are 

affected by a strike or lockout apply for 

employment assistance , the Exchange 

should prepare Order Cards without making 

entries in the Vacancy Order Register, and 

Index Cards without making entries in the 

Record of Registrations.  The Order Cards 

and Index Cards should be endorsed “Trade 

Dispute” and filed separately from other 

cards.  No action should be taken to fill the 

vacancies, unless the Exchange is directed to 

do so by the appropriate Government 

through the Authorised Officer.  Similarly, 

persons affected by the strike or lockout 

should not be submitted against vacancies, 

until the strike/lockout is declared illegal.  

The position should be explained to the 

employer and the applicants concerned. 

 

Note- If an employer requests the exchange 

to accept strike vacancies and sponsor 

suitable applicants on the ground that the 

strike/lockout is likely to be declared illegal, 

the Exchange should, without waiting for 

such a declaration from the Authorised 

Officer, refer the matter to him for a 

decision, as to whether or not the strike has 

been declared illegal.  If the authorised 

Officer states in his reply that the strike has 

been declared illegal, the vacancies should 

be accepted and appropriate action be taken.  

If, however, the Authorised Officer is unable 

to make such a declaration, the Exchange 

should not take any action. 

 

 

CHAPTER XII 

SPECIAL TYPES OF VACANCIES 
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Filling Vacancies after Authorisation 

12.3 (a) When strike vacancies occur and 

when the appropriate Government has, 

through the Authorised Officer, directed an 

Employment Exchange to make submissions 

against such vacancies, the Order Cards 

should be taken out of the Dead Order 

Register and placed on the Live Order 

Register, after details of the vacancies have 

been entered in the Vacancy Order Register. 

 

Normal submission action should then be 

taken 

(b)  Applicants who are called for 

interview , before submission against such 

vacancies should be told that the vacancies 

have arisen as a result of a strike.  They will 

then be in a position to take this also into 

consideration while giving their consent for 

submission against the vacancies. 

Submission of Applicants Affected 
by a Strike or Lockout 

 

12.4 Applicants affected by a strike or 

lockout may, when the Authorised Officer 

has declared the strike or lockout to be 

illegal, be submitted against vacancies.  The 

Exchange should then take out the Index 

Cards relating to the applicants, place them 

on the live register after making appropriate 

entries in the X-63, and render employment 

assistance to them.  When such applicants 

are submitted to employers, the employers 

should, however, be informed that the 

applicants are in need of employment 

assistance as a result of a strike or lockout. 

 

Action on Termination of Strikes and 

Lockouts  

 

12.5 Authorised Officers will keep the 

Employment Exchanges informed about the 

commencement and termination of strikes 

and lockouts.  If this information comes to 

the notice of Exchanges by other means, the 

matter should be referred to the Authorised 

Officer for confirmation.  When a strike has 

terminated, all Order Cards relating to it 

which are filed on the Live Order Register 

and those filed separately will be treated as 

cancelled.  The employer should be 

informed that since the strike has been 

terminated, therefore, the vacancies are 

being treated as cancelled.  Similarly, all 

Index Cards filed on the Live Register 

which relate to applicants affected by the 

strike or lockout which has been terminated, 

should unless an applicant has expressed his 

desire to the contrary, be removed from the 

Live Register and those filed separately 

should be treated as cancelled. 

 

Workers affected by Retrenchment or 

Closure of Establishment.     

12.6 Under provisions of Rule 76 of the 

Industrial Disputes (Central) Rules 1957, if 

an employer in the Central sphere intends to 

retrench any worker employed in his 

industrial establishment who has been in 

continuous service for not less than one year 

under him or close down an undertaking,  he 

shall give notice of such retrenchment or 

closure among others to the Employment 

Exchange concerned.  On receipt of such  a 

notice, the Employment Officer should 

contact the employer to ascertain whether 

the workers affected desire to get 

employment assistance through the 

Employment Exchange.   If so ,necessary 

staff should be deputed to the establishment 

for registering their names.  These 

candidates should be submitted against 

suitable vacancies notified to the 

Employment Exchange in the normal 

manner.  The Employment Officer should 

also contact prospective employer in the 

area for exploring the possibility of 

deployment of the affected workers as 

quickly as possible.   
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CENTRAL GOVERNMENT 

VACANCIES 

 

Persons Eligible For Submission 

 

12.7 The types of applicants who are 

eligible for Central Government service 

taking into account their nationality and 

domicile are stated in a Resolution issued by 

the Department of Personnel & 

Administrative Reforms which will be found 

in Volume II, Appendix I(11).  The 

instructions contained in the Resolution 

should be carefully followed, particularly 

when submitting persons whose domicile or 

nationality is not clearly Indian.    

  

Notification of Vacancies to Employment 

Exchanges 

servicemen Cell  of DGE&T (now 
DGE). The Division of Retraining and 

Redeployment of the Department of 

Personnel & Training will either 

nominate suitable candidates (if 

available on their rosters) against 

notified vacancies or permit the 

employer to fill up the vacancy through 

other permissible channels.  After the 

vacancies are released by the said 

Division, for filling through other 

permissible channels, the vacancies 

reserved for Ex-Servicemen will be 

notified to the Rajya Sainik Board/Zila 

Sainik Board for sponsoring suitable 

disabled ex-servicemen/ex-servicemen.  

of the remaining vacancies those 

earmarked for priority categories, should 

be notified to the  Ex-Servicemen Cell of 

the DGE for sponsoring suitable disabled 

ex-servicemen/ dependents. The 

vacancies which are neither reserved for 

ex-servicemen nor for priority categories 

will be notified to the concerned 

Employment Exchange for taking 

normal submission action.  In case  the 

number of vacancies reserved for 

Scheduled Caste and Scheduled Tribe 

and physically handicapped is not 

mentioned in the requisitions received 

from Central government employers, 

they should be returned to the employer 

concerned, for retransmitting the same 

duly indicating the number of vacancies 

for such categories (see volume II, 

Appendix I(12). 

 

(b)  All vacancies for scientific and 

technical personnel carrying a grade pay of 

Rs.2800/- p.m.( pay level 5 and above as per 

7
th

 CPC) or more occurring in Central 

Government establishments will be notified 

to the Central Employment Exchange of the 

D.G.E.  Other Central government 

Vacancies, in respect of which the 

employing authority specially desires, 
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12.8 (a) All Group A and Group B 
vacancies under the Central Government 
(recruitment to which is normally made 
through the U.P.S.C) and Group C & 
erstwhile D vacancies should, in the first 
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Retraining and Redeployment of the 
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which cannot filled by nominations of the
 Surplus Cell. In case of the 
Ministry of Defence and its 
subordinate offices, simultaneous 
notification of vacancies is to be 
made to the DGR and not the Ex-
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circulation outside the State will also be 

notified to the Central Employment 

Exchange.  

( c )    All Central Government Vacancies, 

shall be notified to the Employment 

Exchange/Central Employment Exchange in 

the standard form (see Volume II, Appendix 

I(13). 

 

Points to be Remembered while Making 

Submission against Central Government 

Vacancies. 

12.9 (a) Central Government vacancies 

notified to the Employment Exchanges are 

to be filled by  candidates belonging to 

priority categories and those belonging to 

non-priority categories in the ratio 50: 50 

see vol. II Appendix 1(14) . While  

notifying vacancies, Central Government 

employers will indicate whether the 

vacancies should be filled by priority 

category candidates or by others.  In cases 

where a number of vacancies have to be 

filled simultaneously by both priority and 

non-priority candidates, the appointing 

authority will indicate the number of 

vacancies to be filled by priority candidates 

and the number to be filled by others.  In 

making submissions against vacancies for 

which applicants belonging to priority 

groups have to be submitted, the order of 

priorities laid down by the Department of 

Personnel {see volume II, appendix I (6) } 

should be strictly observed.  If the required 

quota of priority applicants is not available 

on the Live Register of the Exchange for 

submission against vacancies set apart for 

them, the vacancies should be circulated on 

form X-16, at the discretion of the 

Employment Officer , to other Exchanges 

within the State provided the time allowed 

by the employer permits such circulation, 

and there are reasonable chances of suitable 

applicants responding to the circulation.  

When circulating details of vacancies, the 

last date for submission should be clearly 

indicated. On receipt of details of 

vacancies, Exchanges having suitable 

priority category applicants should forward 

particulars of such applicants to the 

vacancy Exchanges within the prescribed 

time limit.  If,  inspite of all efforts, the 

required quota of priority category 

applicants cannot be submitted against 

vacancies set apart for them the Exchange 

may submit non-priority applicants.  The 

employer should be informed of the 

submissions of non-priority applicants to 

enable him to make up for the deficiency 

by adjustments in his roster and to maintain 

as far as  possible the prescribed ratio.  The 

maintenance of the ratio is, however, the 

responsibility of the employer and not that 

of the Exchange. 

 

(b)  When there are qualified Priority I 

applicants available, they should get 

overriding preference in submission 

irrespective of whether the vacancies are 

reserved for priority categories or not.  

However, in so far as vacancies reserved for 

Scheduled Castes, Scheduled Tribes and Ex-

Servicemen are concerned they should 

necessarily be filled by such candidates. 

 

( c ) Priorities assigned by the 

Department of Personnel to various 

categories of applicants should be brought to 

the notice of all applicants at the time of 

registration.  For this purpose Employment 

Exchanges should put up notices in the 

waiting hall of the Exchange making known 

the order of priorities. 

 

(d)  While making recruitment to Central 

Government vacancies set apart for priority 

categories, employing authorities are 

required to observe carefully the prescribed 

order of priority.  For the information and 

guidance of appointing authorities, 

Exchanges should, when submitting 
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applicants indicate the priority category to 

which each applicant belongs e.g. "Priority 

1". Non-priority category applicants should 

not be submitted along with priority 

applicants against the quota of vacancies 

reserved for the latter, if an adequate number 

of suitable applicants belonging to the 

priority categories is available.  

 

(e)   All appointing authorities , when 

making recruitment against Central 

Government vacancies set apart  for priority 

categories are required to accept applicants 

submitted by the Exchanges in the order of 

their priorities and should not reject 

applicants belonging to a higher priority 

group, unless such applicants are found 

definitely unsuitable for reason to be 

recorded which should be communicated to 

the Employment Exchanges concerned.  If 

therefore, a Central Government employer 

does not accept suitable applicants 

belonging to higher priority category 

submitted by the Exchanges, it should 

request the employer  to communicate the 

reasons due to which applicants were found 

unsuitable.  To save time, wherever 

possible, this should be done over telephone.  

If the employer cannot be contacted over 

telephone as also in cases where it is 

considered necessary to call for reasons in 

writing, the employer should be suitably 

addressed. 

 

 

(f)    According to a decision of the 

Government of India, supplementary lists of 

applicants should not be furnished or fresh 

submissions made against a notified vacancy 

unless the employing authority has declared 

that all the applicants submitted in the first 

instance have been absorbed, or have been 

found unsuitable for reasons to be recorded.  

If, therefore, a Central Government 

employer desires a supplementary, list of 

applicants in connection with vacancies 

notified by him, and in respect of which 

submission of requisite number of applicants 

had already been made but the results had 

not been communicated, the position should 

be explained to the employer.  He should be 

requested to indicate the result of previous 

submissions, before action for submission of 

a fresh batch of applicants is taken. 

 

Nominees of Employment Exchanges 

Appointed initially in Leave/Short-term 

Vacancies-Retention in Regular 

Vacancies. 

 

12.10  A person appointed through the 

Employment Exchange against a leave/short 

term vacancy may be absorbed in a 

subsequent leave/regular vacancy in the 

same grade in the same office provided there 

is no break in his service and the applicant is 

fully qualified in all respects for the 

vacancy.  Employment Exchanges should, 

therefore, submit the best available 

applicants even against leave/short-term 

vacancies in view of the possibility of their 

continuance in service. 

 

Recruitment of Casual Labour 

 

12.11 The following procedure shall be 

followed for recruitment of casual labourer 

in the P &T Department:- 

 

1. Within 16km radius of towns where 

there are Employment Exchanges casual 

mazdoors should be recruited through the 

Employment Exchanges. 

 

2.  In other places casual mazdoors may 

be recruited direct from among persons who 

are already registered at the Employment 

Exchanges but the list of persons so 

recruited (along with their registration 

numbers) must be sent to the Exchanges 

concerned immediately after recruitment. 
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12.12  The procedure for recruitment of 

casual labour for various agricultural 

operations like ploughing, watering 

harvesting etc., in the various Research 

Farms and Institutes/Stations/Centres of the 

Indian Council of Agricultural Research 

shall be as under:- 

 

(i) Recruitment of casual labour can be 

made without the agency of the 

Employment Exchanges, if the farm 

is situated beyond 15 Kms. of the 

town served by the Employment 

Exchange. 

     

(ii) Recruitment should be restricted to 

the neighborhood of the farms and, 

in any case, not outside the 

jurisdiction of the local Employment 

Exchange .  In case for any special 

purpose outside labour is to be 

preferred, it should be done with the 

assistance of the local Employment 

Exchange or after obtaining their 

non-availability certificate. 

 

(iii) Reservation to various categories as 

per Central Government instructions 

should be invariably followed in 

order to ensure protection to them in 

the event of regular absorption. 
 

12.13  (a) Muster roll Labourers in the 

CPWD may be recruited directly without 

the medium of the Employment Exchanges 

by the Engineers of the CPWD only in 

respect of works located in remote and 

inaccessible areas subject to the following 

conditions:- 

(i) that the site of work is situated 

beyond a radius of 50 kms. from the 

nearest Employment Exchange; and 

(ii) that a certificate to the effect that 

the work is required to be carried 

out in remote and inaccessible areas 

and that suitable workers from the 

nearest Employment Exchanges are 

not likely to be available, should be 

recorded in writing by an officer 

higher in rank than the appointing 

authority, under intimation to the 

concerned Employment Exchange, 

in respect of each work undertaken 

by the CPWD, before actual 

recruitment is made. 

Labourers required at work sites within a 

radius of 50 kms. of an Employment 

Exchange should be recruited through the 

nearest Employment Exchange only. 

(b)  The short term casual daily rated 

labour may be recruited directly without the 

medium of the Employment Exchanges by 

the local Engineers of CPWD for a period of 

one month at the most for work of flood 

protection, slip clearance and accident relief 

on the condition that a certificate to the 

effect 'that the work is of a nature which 

could not be anticipated and suitable 

workers from the nearest Employment 

Exchange are not likely to be available' be 

recorded in writing by an officer higher in 

rank to the appointing authority under 

intimation to the concerned Employment 

Exchange, in respect of each work 

undertaken. 

Issue of Non-availability Certificate 

12.14 (a) When  employers notify vacancies 

to the Employment Exchange they expect 

suitable candidates to be sponsored by the 

Exchange.  It is, therefore, incumbent on the 

part of the Employment Service to take all 

possible steps to sponsor the type of persons 

required by them.  But if all efforts 

including vacancy clearing fail, the 

employer should be issued with a 'Non-

availability Certificate’ on form X-49.  

However, while considering the issue of a 

Non-availability Certificate to an employer, 
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it should be ensured that all efforts have 

been made to secure suitable candidates 

against the vacancy, and further delay in the 

issue of the same will cause inconvenience 

to the employer and dislocate work in his 

office.  

(b)  Submission of an applicant or a 

batch of applicants against a vacancy does 

not in itself rule out the need for the issue of 

a Non-availability Certificate.  If the 

applicant or applicants submitted are found 

unsuitable or refuse to accept the service 

conditions offered by the employer, a Non-

availability Certificate has necessarily to be 

issued immediately if no more suitable 

applicants are available on the live Register.  

Employment Officers should under no 

circumstances, delay issue of a Non-

availability Certificate in the hope that 

within a short time suitable applicants will 

come for registration or be found elsewhere. 

Action to ensure that Central 

Government Establishments Comply 

with Prescribed Recruitment Rules. 

12.15 All Central Government offices/ 

establishments are required to render to the 

Employment Exchanges a quarterly return 

showing the various types of vacancies 

occurred during the quarter and the manner 

in which they were filled.  On receipt of it, 

the Employment Officer should carefully 

scrutinize the information furnished with 

reference to the appropriate entries in the 

Vacancy Order Register and point out to the 

employer if any discrepancy has been 

noticed.  The matter should also be brought 

to the notice of the State Director.  It should 

be noted, however, that no reference need be 

made to offices/establishments which have 

been permitted to fill vacancies direct after 

obtaining the non-availability Certificate 

from the Employment Exchange concerned 

and Defence establishments which have 

filled vacancies direct under the special 

provisions prescribed for this purpose.     

Recruitment of staff for Census operation 

work 

12.16 All vacancies relating to census 

operations will be notified to and filled 

through Employment Exchanges.  

Employment Officers should give prompt & 

careful attention to sponsor suitable 

applicants within the time limit looking to 

its special & urgent nature of work involved 

in the Census operation.   

Notification of Vacancies to the Central 

Employment Exchange (DGE)-Action on 

such Vacancies. 

12.17 Under the provisions of the 

Employment Exchanges  (Compulsory 

Notification of Vacancies) Rules 1960, 

vacancies in posts of scientific and technical 

nature carrying a Grade  pay of Rs.2800 

(Pay level 5 as per 7
th

 CPC) or more 

occurring in the Central Government 

Establishments will   be notified to the 

Central Employment Exchange.  Apart from 

these vacancies, when an employer desires 

that vacancies occurring in his establishment 

should be circulated to the Employment 

Exchanges outside the State or  Union 

Territory in which the establishment is 

situated, they should also be notified to the 

Central Employment Exchange.  The 

Central Employment Exchange shall 

advertise all such vacancies in the 

Employment News. 

12.18 (a) On publication of an 

advertisement , Employment Exchanges 

should, wherever possible, bring it to the 

notice of suitable applicants on the Live 

Register.  Employment Exchange should 

also collect applications in the prescribed 

Proforma [see volume  II, Appendix I (15) 

from all qualified candidates who apply in 
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response to the advertisement and forward 

them to the Employer as per addresses given 

in the advertisement under intimation to 

Central Employment Exchange, while 

forwarding the applications the Employment 

Exchanges should ensure strict compliance 

of instructions given in the advertisement.  .  

(b)  The Central Employment Exchange 

will be responsible for follow-up action in 

respect of these submissions.  The result of 

selections should be communicated to the 

Exchanges by the Central Employment 

Exchange, in due course. 

12.19   The procedure of  recruitment under 

different categories of para-military forces/ 

defence establishments/ defence services, 

Department of Posts & Telegraph etc is 

governed by the recruitment procedure 

announced by the respective Organisations.  

However, the recruitment information is 

invariably given in the Press/Media.  The 

Employment Officer should keep himself 

updated about the procedure of recruitment 

and provide employment assistance to the 

registered jobseekers whenever recruitment 

takes place. 

STATE GOVERNMENT VACANCIES 

Documents and Submission 

12.20  When a vacancy is notified by a State 

Government office /establishment, an  Order 

Card should be prepared in the normal 

manner, making the endorsement 'S.G." in 

item 3 of the card.  Submission action 

should be taken in accordance with the 

special instructions that have been laid down 

by the State Government and the order of 

priorities, if any, that may have been 

prescribed.  Some simple special procedure 

(tabbing of Index Cards, making suitable 

endorsements on them etc.) may, with the 

permission of the State Director, be adopted 

for easy identification on the Live Register 

of Index Cards of applicants for whom the 

State Government have accorded special 

concession such as reservation of vacancies 

or priority in the matter of submission.  

Instructions relating to the issue of Non-

availability Certificates laid down in Para 

12.14 should, in relevant cases, be followed 

in respect of these vacancies also. 

SPECULATIVE VACANCIES AND 

SUBMISSIONS 

 

12.21. Normally, Employment Exchanges 

will not make any speculative submissions 

against vacancies not notified to it.  P & E 

Offices and  Special Employment 

Exchanges for the Physically Handicapped 

may, however, make speculative 

submissions against vacancies not notified 

to them in case they have definite 

information about the availability of suitable 

vacancies with well-known firms and 

establishments. Particulars of applicants 

selected for speculative submission should 

be forwarded to the employer on form X-66.  

The Candidates will be informed of the 

submission preferably by post.  If the 

employer happens to be in the jurisdiction of 

another P & E Office, two copies of the 

completed form X-66 should be sent to the 

Vacancy Exchange for onward transmission 

to the employer, the duplicate copy being 

intended for retention at the Vacancy 

Exchange.  In such cases, the Vacancy 

Exchange should make such endorsement on 

the X-66 as may be necessary before 

forwarding the form to the employer.  The 

endorsement "X-66 dated............ 

to..............(name and address of the 

employer)" should be made on Index Cards 

of the applicant in the space provided for 

submission entries.  If in response to X-66 

an employer desires to interview or engage 

an applicant, his communication should be 

regarded as a notification of vacancy by the 

Vacancy Exchange and normal action taken.  
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If no reply is received within a month or the 

employer states that he is not interested, the 

Applicant Exchange should be informed.  

On receipt of this information the Index card  

of the applicant should be endorsed 

accordingly and the applicant informed. 

ADVERTISED VACANCIES                                                                                                                                                                                                                                                                                                                                                                          

12.22   Vacancies which come within the 

purview of the Employment Exchanges 

(Compulsory Notification of vacancies) Act, 

1959 are required to be notified to the 

Employment Exchanges in the form and 

manner prescribed under Rule 4 of the 

EE(CNV) Rules; 1960.  For  such vacancies 

which come under the purview of the Act 

are  advertised in the press but not notified 

to the Exchange, the Employment Officer  

should however, take necessary action 

against the employers in accordance with the 

provisions of the EE(CNV) Act, 1959.  If 

vacancies which do not come within the 

purview of the Act are advertised in the 

Press and if suitable candidates are available 

on the Live Register, Order Cards should be 

opened without making entries in the X-64 

and submissions be made direct to the 

employer.  The Order Card should not, 

however, he assigned an order number 

unless the submission results in placement. 

Vacancies Advertised By The U.P.S.C  

And S.P.Cs /Central/State Recruitment 

Commissions/Boards 

12.23 Advertisements issued by the Union 

Public Service Commission  etc. appear in 

the Government of India Gazette,  State 

Governments Gazettes and in leading news-

papers in the country.  Copies of these 

advertisements should be exhibited on a 

special vacancy board named 

'UPSC/SSC/SPCS VACANCIES".  In 

response to enquiries, applicants should be 

advised to apply direct to the Commissions.  

Similar action should be taken against 

vacancy advertisement released by Staff 

Selection Commissions/Boards of Central & 

State level.  

 

PART - TIME VACANCIES 

 

12.24 (a) Applicants who require assistance 

only for obtaining part-time job will be 

registered in the normal manner for the type 

of part-time employment for which they are 

desirous and suitable.  Their Index Cards 

should be filed in a separate section of the 

Live Register in the normal manner.  

 

(b)   If an applicant expresses his 

willingness to be considered for part-time 

jobs at the time of registration, an entry 

“P.T.” will be made in red ink at the top of 

the X-1.  Details regarding types of part-

time jobs, which the applicant is prepared to 

accept, the categories of employers with 

whom he is prepared to work, terms and 

conditions and hours of work etc. should be 

recorded in the f.o.u. column of the X-1.  

Index cards of such candidates will be filed 

in the normal manner on the Live Register.  

 

12.25 (a) Selection for submission 

against part-time vacancies notified by 

Government departments/offices should be 

made in accordance with the special 

requirements of the job adhering to the 

normal selection procedure which takes into 

consideration priority categories, seniority 

of the registration etc.  

 

(b) Applicants who have been registered 

for regular employment but placed in part - 

time jobs should continue to be borne on the 

Live Register, if the applicants so desire and 

should be considered for submission against 

full-time vacancies in the normal manner. 

  

(c) Placings in respect of applicants, 

who have been helped into part - time 

employment should be accounted separately, 
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from that of applicants placed against full - 

time jobs.  Part - time placements should not 

be included in ES 1.1. 
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INTRODUCTION 

 

13.1 The following two methods may be 

adopted to bring together vacancies and 

applicants which are at places distant from 

each other.  The methods are known as 

Vacancy Clearing and Labour Clearing, 

definition of which are given in Chapter II.  

 

VACANCY CLEARING 

 

Central, State and Exchange Clearing 

 

13.2 Vacancies may be cleared at three 

levels: 

 

(a)     At an all - India level by the Central 

Employment Exchange, which may 

advertise vacancies in the Employment 

News; 

 

(b) At State level by the State 

Employment co-ordination Office(SECO) 

which may circulate details of appropriate 

vacancies to all or selected Employment 

Exchanges in their respective States; and 

 

(c) At the Employment Exchange level 

by the Employment Exchange  which may 

circulate details of appropriate vacancies to 

one or more Exchange, either in the same 

State or in other States.  

 

Essentials of Vacancy clearing 

 

13.3(a) Speed is of primary importance, 

within twenty-four hours of receiving a 

vacancy, the Employment Officer should 

decide whether suitable applicants are 

actually available on his Live Register or 

not.  If he decides in  the negative, then the 

question whether the vacancy should be 

circulated at local/State level or given to  

 

 

 

 

 

Central Employment Exchange for 

advertisement.  

 

(b) Only those vacancies which by 

experience are found to be attractive to 

candidates in other Exchange areas should 

be circulated.  

 

(c)  It is primarily the responsibility of 

the Officer-in-charge of the Vacancy 

Exchange (V.E.) to locate suitable 

applicants for vacancies notified to him.  

To this end, he should make himself 

aware of the location of various types of 

workers in the adjacent Employment 

Exchanges, and if possible, at distant 

places.  He should study with care lists, 

reports and statistics (both official and 

unofficial) relevant to the question and the 

paras on „Shortages and Surpluses‟ of the 

various reports issued under the 

Employment Market Information 

Programme.  

 

(d)   As far as possible, adjacent 

sources should be utilized first.  This is 

important because for most categories of 

vacancies handled by Exchanges, the 

effectiveness of circulation decreases as 

the distance between the Vacancy 

Exchange and the Exchange to which the 

vacancy is circulated increases.  

Circulation between individual Exchanges 

which are near each other is one of the 

most important steps in  the process of 

Vacancy Clearing.  If, however, an 

employer asks for applicants from a 

particular area(s) prompt action should be 

taken to obtain them from such area(s) by 

addressing the appropriate Exchange(s) 

CHAPTER XIII 

VACANCY AND LABOUR CLEARING 
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direct.  An employer‟s right to make this 

request must be respected. 

 

(e)  Exchanges and S.E.C.Os. should 

not hold up circulation of vacancies in the 

hope that suitable applicants will be 

subsequently found within their 

jurisdiction.   

 

 

 

Method of Circulating Vacancies- 

General Instructions 

 

13.4 (a) Circulation of vacancies is a 

step of vital importance which (particularly 

in the case of all-India clearance) sets into 

motion practically the entire Employment 

Exchange machinery.  It is essential, 

therefore, to ensure that circulation action is 

based on a realistic assessment of the need 

for such circulation.  Prior to circulating a 

vacancy the Vacancy Exchange should 

invariably review the contents of the order 

placed by the employer, particularly 

belonging to private employers, to determine 

whether or not the information pertaining to 

the vacancy is adequate to enable qualified 

applicants to decide whether or not to accept 

referral.  The information ;should cover all 

the items on form X-16.  Any other 

information peculiar to the particular 

vacancy which might help the applicant 

Exchanges in the selection process, should 

also be included.  Vacancies in respect of 

which essential details as specified above 

are not available, should not be circulated 

until they have been collected from the 

employer.  Steps taken to collect further 

details should be recorded under item 13 of 

X-2. 

 

(b)  Before a vacancy is circulated, it is 

also necessary to get the employer‟s consent 

for such action preferably in person or over 

telephone, through email or any such other 

media. 

 

(c) When a vacancy is notified 

personally or by telephone or  through 

email or  online and it is known that it 

cannot be filled locally, the Employment 

Officer should at one apprise the employer 

of the situation, get his formal consent for 

circulation and ask him whether he is 

willing to pay traveling expenses, or give 

any other facility which would attract 

candidates from other areas.  The 

information given by the employer should 

be recorded under item 13 of X-2.  

 

(d) Taking prior consent of the 

employer for circulating a vacancy, as at (b) 

and (c) above, is not ordinarily necessary in 

respect of vacancies from Government 

employers, since they do not usually have 

objection for considering applicants from 

other areas.  Traveling Allowance to 

candidates reporting for interview/written 

test is also not generally admissible under 

government rules.  Government employers 

need be contacted before giving circulation 

to vacancies notified by them, only if the 

time factor is positively unfavourable and 

an extension of time need be obtained.  

 

Note:- Despite what has been stated above, 

the question whether consent of the 

employing authority should be obtained or 

not may be left to the discretion of 

Employment Officers since they know the 

individual employers in their areas well. 

 

(e) A vacancy which cannot be filled 

locally and in respect of which complete 

and precise details are available should be 

notified by the Vacancy Exchange to other 

Exchanges or to the S.E.C.O. or to the 

Central Employment Exchange on form X-

16.  The principles laid down in para 13.3 

above should be kept constantly in mind.  
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The date of issue of X-16 and the last date 

by which submissions are required should 

be noted under item 14 of X-2. 

 

(f) In cases of extreme urgency the 

vacancy may be communicated by 

telephone or  by email, but confirmation 

should be sent on aX-16.  The Vacancy 

Exchange should supply adequate details 

regarding the precise nature of work, 

qualifications and experience required of 

candidates, terms and conditions of service 

the exact address of the employer and any 

other information likely to assist the 

Applicant Exchanges in selecting suitable 

applicants.  In the case of Central and State 

Government Vacancies, the entry „C.G.‟ 

and „S.G.‟ respectively and the name of the 

Ministry or Department in which the 

vacancies exist should be made in the 

“remarks” column of  X-16. 

 

(g) The Exchanges to which the 

vacancies are circulated, not being in direct 

contact with the employer are guided 

entirely in the selection process by details of 

vacancies supplied to them on X-16.  It is, 

therefore, very essential to ensure that 

complete and correct details are supplied.  A 

few important points which should be borne 

in mind while completing form X-16 are 

given below for the guidance of the 

Employment Officers: 

 

Column (3)- The designation of the post or 

name of the occupation as given by the 

employer should be mentioned against item 

(a). It should be ensured that the 

Occupational Code No. allotted is the most 

appropriate one for the post/occupation.  

 

Column (4)- Correct and complete address 

of the employer should be entered against 

(a) to enable Applicant Exchanges to make 

submissions direct to employers where 

needed.  If the place of work/interview is 

one with which Exchanges at distant places 

may not be familiar or if it is out of the way 

place, the name of some well-known town 

or city nearer to the place of work/interview 

should be given for the guidance of 

Applicant Exchanges and applicants; e.g. 

“Harduganj near Aligarh”, “Thumba (near 

Trivandrum)”, “Khajuraho (Disstt. 

Chhatarpur)”.  Brief but clear directions to 

reach such places should also be given.  

 

Column (5)- Educational and Professional 

qualifications prescribed by the employer 

should be clearly mentioned against 

essential qualifications; qualifications that 

have been given as desirable should be 

separately mentioned.  The experience 

required on the part of the applicants should 

be clearly mentioned against (c).  General 

remarks such as “should have sufficient 

experience” or “should be an experienced 

worker” should be avoided.  The type of 

experience and the minimum period of 

experience that the employer desires on the 

part of the workers should be recorded.  The 

precise nature of duties that the worker will 

have to perform and with which he is 

expected to be familiar should be clearly 

given against (d).  Lack of such information 

or sketchy information would help neither 

the Employment Exchanges in the selection 

of suitable candidates nor the applicants in 

coming to a decision as to whether or not to 

offer themselves as candidates.  The 

description of duties should be as accurate 

and complete as possible.  

 

Column (6)- Accurate information in 

respect of the various item heads under this 

column should be given.  It should be borne 

in mind that information given against each 

of these items would be helpful to the 

applicants to decide whether or not to move 

out and accept the job, if offered.  Meager or 

ambiguous information will not serve any 

purpose.  Descriptions such as “Duration-
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temporary”.  “Allowances as per C.G. 

Rules”, “Allowances as per company 

Rules”, “D.A. as admissible”,  “All 

allowances according to capabilities”,  

“Other colliery facilities”,  “T.A.” may be 

given” etc. should be strictly avoided.  

 

Column (7)-  Information regarding 

availability of accommodation at the place 

of work is one of the important factors 

which applicants take into consideration 

before accepting an offer.  It should be 

ascertained from the employer whether he 

would provide accommodation to the 

workers or whether he would help workers 

in getting living quarters.  The prevalent 

rates of rent may also be indicated.  

Applicants would also naturally like to know 

something about the living conditions in the 

place of work as also educational and 

medical facilities.  Information on these 

items should be recorded against (b) and (c) 

to the extent possible.  

 

Column (8)- Information as to whether the 

employer has indicated preference regarding 

places from which he would like to have 

workers, as also whether both men and 

women are eligible and whether all the 

vacancies or some of the vacancies are 

reserved for any caste/community should be 

recorded in this column.  The last date 

before which submissions should reach the 

employer/Vacancy Exchange should also be 

mentioned here.  

 

General:   (i) With a view to attracting the 

attention of Applicant Exchanges to 

vacancies which require immediate action, 

details of such vacancies should be recorded 

on form X-16 in capital letters. 

 

(ii) If more than one demand is 

circulated on one and the same X-16, the 

vacancies should be arranged in the order of 

Occupational Code Nos.  

 

(iii) The entries on the form should, as far 

as possible, be typed and not handwritten.  

 

Limited Circulation 

 

13.5 (a) If it is known from 

experience that suitable applicants are 

available in one or more particular 

Employment Exchanges in the same or any 

other State, details of the vacancy may be 

forwarded by the Vacancy Exchange direct 

to the Employment Exchanges.  Vacancy 

Exchanges may include the University 

Employment Information and Guidance 

Bureaux functioning in the country in their 

circulation lists, particularly in respect of 

vacancies for highly qualified persons.  

 

(b) S.E.C.Os. may at their discretion 

give limited circulation to vacancies 

transmitted by Vacancy Exchanges provided 

they are convinced that limited circulation 

will produce the desired results.  Circulation 

should in these cases be done on X-16 . 

Note: Circulation of vacancies may be 

decided as per instructions issued by the 

respective State Government based on local 

needs. 

 

Regional Circulation 

 

13.6 (a) When the vacancy Exchange 

is required to circulate the vacancy as per  

State Government instructions, the full 

details of such vacancies should be 

forwarded within twenty-four hours to the 

S.E.C.O. in Form X-16 or through e-mail or 

directly to the Exchanges in the district, 

region or State as the case may be, where the 

S.E.C.O is not functioning. If the margin of 

time is insufficient, the employer should be 

persuaded to extend the last date of 

submission in order that proper benefit could 

be derived from the circulation.  While 

transmitting a vacancy to S.E.C.O. for wider 
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circulation, the Vacancy Exchange should 

certify that an adequate supply of suitable 

applicants is not likely to be obtained from 

within the area served by the Exchange.  

Details of efforts made to locate qualified 

applicants in the locality or the means used 

to determine that adequate number of 

qualified workers is not available, should be 

mentioned.  

 

(b)  On receipt of vacancies from E.Es., 

the S.E.C.O. should decide within one 

working day whether the vacancy can with 

fair certainty be filled by other Exchanges in 

the State.  If it is felt that the demand could 

be met by unlimited circulation within the 

State, the vacancies should be circulated 

within the minimum required time  to all 

Employment Exchanges.  Alternatively, the 

S.E.C.O. may give the vacancies limited 

circulation in accordance with the provisions 

of para 13.5 (b) above.  

 

(c) Before taking action as above, 

S.E.C.O. should immediately on receipt, 

scrutinize the X-16(s) with a view to 

ensuring that they contain complete details 

of the vacancies.  Those in respect of which 

complete and full details have not be given 

on X-16 should not, straightaway be 

accepted for circulation, but should be 

referred back to the Vacancy Exchange 

concerned.  Similarly, vacancies in respect 

of which certificates relating to limited 

circulation action as prescribed in (a) above 

are not given by the Vacancy Exchanges 

should not ordinarily be accepted for wider 

circulation.  

 

All - India Circulation 

 

13.7 (a)When a notified vacancy is such 

that the Exchange or S.E.C.O. knows by 

experience that suitable applicants are not 

likely to be available with in the State, the 

Employment Exchange or S.E.C.O. may 

forward on X-16, all necessary details to the 

Central Employment Exchange.  The 

provisions relating to margin of time 

mentioned in para 13.6 (a) above, should be 

applied also for circulation through Central 

Employment Exchange.  There should be at 

least a clear fortnight, if not more, between 

the date of receipt of X-16 at Central 

Employment Exchange and the last date 

fixed for submissions.  Instructions given in 

para 13.6 (a) above regarding the certificate 

to be given by the Vacancy Exchange on the 

non-availability of local applicants should 

also be followed in respect of vacancies 

transmitted to Central Employment 

Exchange for wider circulation.  

  

(b) On receipt of a Vacancy from 

Employment Exchanges or S.E.C.Os., the 

Central Employment Exchange should 

examine each vacancy and determine within 

one working day if it is suitable for all-India 

circulation.  If it is, then the vacancies 

should be advertised by the Central 

Employment Exchange in the Employment 

News as per para 12.17.  If the vacancy is 

not considered suitable for all-India 

circulation, action should be taken 

accordingly and the V.E./S.E.C.O. informed.  

Instructions given in para 13.6(c) above 

relating to scrutiny of X-16s prior to 

accepting vacancies for wider circulation, 

should be followed by the Central 

Employment Exchange also.   

 

Record of Circulated Vacancies 

 

13.8 A “Record of Circulated Vacancies” 

should be maintained by the S.E.C.O. and 

the Central Employment Exchange in 

respect of all vacancies which they circulate.  

The following headings should be entered 

horizontally across the top of a double 

foolscap book which should be provided for 

the purpose:- 
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Record of Circulated Vacancies 

 

1. Serial No. of Vacancy 

 

2. Date of receipt of X-16. 

 

3. Vacancy Exchange from which the 

demand (X-16) originated.  

 

4. Order No. and NC.O. Code No. of 

the Vacancy.  

 

4. No. of vacancies notified.  

 

6. Date on which put into 

circulation/advertisement.  

 

7. Exchanges to which circulated (e.g. 

“all or names of Employment 

Exchanges). 

 

8. Date on which relevant X-18 was 

received. 

 

9. Sl. No. of X-17 on which 

amendments (if any) were 

announced.  

 

10. No. of submissions made.  

 

11. No. of vacancies filled {giving name 

of Exchanges(s) by which filled}. 

 

12. No. of vacancies cancelled (with 

reasons). 

 

13. Date of which withdrawn from 

circulation (with reasons). 

 

14. Record of follow-up action taken 

(each action to be dated). 

 

15. Remarks. 

 

NOTE:- (i) Adequate space should be left 

against each Sl. No. to allow entries under 

cols. 14 and 15. 

 

(ii) Information regarding follow-up 

action on circulated vacancies, No. of 

submissions made and results achieved 

should be entered in this record.  Separate 

“Records of Circulated Vacancies”, should 

be maintained in respect of vacancies which 

are accorded circulation.   

 

Amendment, Cancellation and Filling of 

Vacancies in Circulation 

 

13.9 When a vacancy under circulation is 

filled or cancelled, or if there is any 

substantial change in the terms and 

conditions of service attached to it, the V.E. 

should immediately communicate this to the 

Central Employment Exchange, S.E.CO. or 

Employment Exchange whichever is 

concerned.  When information is sent to the 

Central employment Exchange or the 

S.E.C.O.(in respect of vacancies that have 

been circulated by the Central Employment 

Exchange/ (S.E.C.O.) form X-18 should be 

used.  Entries under col. 1 (Sl. No. of 

vacancy on X-16) of X-18 should be made 

clearly and precisely to facilitate tracing of 

connected papers at the Central Employment 

Exchange or the State Employment Co-

ordination Office.  If the information has 

only to be sent by the V.E. to a limited 

number of E.Es. (i.e. when limited 

circulation has taken place) form X-17 

should be used.  The S.E.C.O. or Central 

Employment Exchange as appropriate 

should circulate any amendment so received 

using X-17.  the Exchange receiving X-17 

should make necessary amendments in their 

copy of X-16 and the Order Card, if opened.  

If the vacancy has been filled or cancelled or 

withdrawn from circulation for any other 

reason, appropriate entries, should be made 

on the Order Card and the same should be 
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transferred to the Dead Order Register.  At 

the C.E.E./S.E.C.O. suitable entries should 

be made in the appropriate columns of the 

“Record of Circulated advertised 

Vacancies”. 

 

Compilation and Issue of Vacancy Lists 

 

13.10 The Central Employment Exchange 

and S.E.C.Os. while resorting to unlimited 

circulation should compile and issue 

Central/ State Vacancy Lists, using X-16 for 

the purpose.  The vacancies should be 

serially numbered, a new series being 

commenced every calander year, and 

arranged section-wise i.e. in accordance 

with the various sections at an Exchange 

(professional and executive, clerical, 

technical etc.); within each section, 

vacancies should be arranged according to 

N.C.O. Code Nos.  In the case of Central 

Vacancy Lists, vacancies in each occupation 

should be further sub-divided State-wise.  

Each vacancy list should be issued in 

continuation of the previous list, the Sl. No. 

also being continued from the previous list.  

 

 

Check and Review of Vacancies under 

Circulation 

 

13.11 (a) On receipt of Vacancy List or 

circulated amendment on form X-17, the 

vacancy Exchange should check up and see 

whether details of its own vacancies have 

been correctly entered.  Any omission or 

mistake should be immediately brought to 

the attention of S.E.C.O. Central 

Employment Exchange as appropriate.  

 

(b) To ensure that vacancies are 

cancelled withdrawn from circulation as 

soon as they cease to be „live‟ the V.E. 

should, two months after circulation, has 

been accorded to a vacancy and on the 20th 

of each month thereafter, send information 

to the S.E.C.O./ Central Employment 

Exchange on form X-18.  When submissions 

are not made against circulated vacancies by 

the date fixed, the employer should be 

immediately informed by issuing Non-

availability Certificate.  

 

(c) At the Central Employment 

Exchange S.E.C.Os. the “Record of 

Circulated Vacancies” should be reviewed 

every day.  Steps should be taken to gather 

precise and adequate information for the 

proper maintenance of this Record.  Where 

X-18 as prescribed in (b) above has not been 

received, the vacancy should be treated as 

withdrawn from circulation after making 

necessary entries in the “follow-up” column 

of the “Record of Circulated Vacancies”. 

 

(d) Follow-up in respect of Central 

Government vacancies of a scientific and 

technical nature carrying a grade pay of 

Rs.2800/- p.m.( pay level 5 and above as per 

7
th

 CPC) or more and notified to and 

advertised by the Central Employment 

Exchange should be taken by the Central 

Employment Exchange. 

 

Action to be taken on Circulated 

Vacancies by Exchanges 

 

13.12 (a) When a Vacancy List (X-16) 

is received by an Exchange, it should be 

ascertained within one working day whether 

there are applicants on the Live Register 

who are suitable for the vacancies and who 

have indicated their willingness for 

outstation vacancies at the time of 

registration. Particulars of suitable 

applicants on the basis of seniority and other 

criteria, should be immediately submitted by 

the Applicant Exchange (A.E.). The name of 

the A.E. , the Order Number, N.C.O. and 

No. of the vacancies should also be 

indicated in the list.  Such submission may 

be made prior to formal confirmation by 
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applicants if there is not sufficient time to 

obtain their willingness; but prompt action 

should be taken to inform them that their 

particulars have been submitted.  If in 

response to this, an applicant declares 

himself unwilling to be considered for the 

vacancy, this submission should be 

cancelled.  

 

(b) An Order Card, allotting an I.O.A. 

Order number (e.f. I.O.A. 1/2004 I.O.A. 

2/2004 etc.) should be prepared in respect of 

a vacancy against which submissions are 

made.  If the Order Card is in respect of a 

vacancy circulated by an Employment 

Exchange on X-16, the entry “……(name of 

V.E.) X-16” should be made in item 2 of the 

Order Card.  If the Order Card is in respect 

of a vacancy  advertised/circulated by 

Central Employment Exchange/S.E.C.O. on 

X-16, the entry “Central employment 

Exchange/ S.E.C.O. serial No…..(of the 

vacancy as given in the particular list or X-

16”) should be entered in the same item.  An 

entry should also be made in “remarks” 

column of X-16 to indicate that an Order 

Card has been prepared in respect of the 

vacancy.  A separate Vacancy Order 

Register (X-64), should be maintained in 

respect of I.O.A.  Order Cards opened.  

Submission entries should be made both on 

the Order Cards and Index Cards concerned. 

  

(c) X-16s should be kept in a separate 

file and regarded as current until cancelled.  

Order Cards opened as above may be filed 

separately on the Live Order Register 

N.C.O. Code No. wise and within each 

Occupational Group alphabetically 

according to the names of employers. 

 

(d) Vacancies received on X-16 should 

not as such be displayed on the notice board.  

But publicity may be given in respect of 

circulated vacancies in which suitable 

candidates are not available  Summarised 

details of  the selected vacancies that are 

considered appropriate under the prevailing 

local conditions should be displayed on the 

notice board, with the object of attracting 

suitable applicants and helping the Vacancy 

Exchange to serve the employer effectively.  

In such cases, however, the identity of the 

employer(s) should not be disclosed.  Care 

should also be exercised in keeping the 

vacancy lists up-to-date.  

 

Action at the Vacancy Exchange on 

Receipt of Submission Details 

 

13.13 On receipt of particulars of 

applicants from an Applicant Exchange, the 

V.E. should make an entry in red ink in the 

“record of submissions” column of the 

Order Card, and file the copy of the list in 

the X-2.  If  the result of submissions made 

directly by the A.E. to the employer is not 

received by the V.E. within seven days, the 

employers should be asked by the V.E. , if 

possible (personally or by telephone),  

whether he wants the applicants whose 

particulars have been sent to him to be 

directed for interview.  His wishes should be 

noted on the Order Card and the A.E. 

informed within one day.  

 

Action at the Applicant Exchange 

 

13.14 (a) On hearing from the V.E. (or 

the employer), the A.E. should record the 

employer's wishes on the relevant Index 

Card and Order Card.  If an applicant has 

been selected for employment or interview, 

he should, within one working day, be 

informed of the address of the person to 

whom he should report, traveling facilities 

offered for the journey etc.  

 

(b) If the applicant is required to report 

direct to the employer, he should be given 

X-46 made returnable to the VE.  If 

however, the employer is in the same town 
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as the V.E., the applicant should normally be 

asked to report there en-route to the 

employer after obtaining X-46 from the V.E.  

The date on which the applicant intends to 

report to the employer (or V.E.) should, if 

possible, be ascertained and the V.E. 

informed accordingly so that the 

Employment Officer can tell the employer 

when he may expect the applicants.  

 

(c) Appropriate entries should be made 

on the Index Card and the Order Card, 

showing the action taken.  

 

Action to Obtain Result of Submission  

 

13.15 (a) When an applicant reports to 

a Vacancy Exchange on his way to the 

employer, he should be issued with an X-46. 

 

(b) Care should be taken at Vacancy 

Exchanges to instruct enquiry clerks to 

direct visiting applicants from A.Es. to the 

appropriate Section for the issue of X-46.  

Such applicants should not be detained in 

the Employment Exchange for a minute 

longer than absolutely necessary.  

  

(c) The V.E. should obtain, as soon as 

possible, information from the employer 

regarding the result of submission and 

advise the A.E. accordingly.  Necessary 

entries regarding the action taken should be 

recorded on the Order Card concerned.  

 

 

(d) If the A.E. does not receive the result 

of submissions from the V.E, within a 

reasonable time, it should take follow-up 

action, the action taken being noted under 

item 13 of the Order Card.  

 

NOTE-  I.O.A. Order Cards which have 

been pending for over one year due to non-

receipt of the result of submissions, in spite 

of all-out efforts having been made to obtain 

them should be cancelled, after recording 

the action taken item 13 of the X-2. 

 

(e) On receiving the result of selection, 

the A.E. should record the result on the 

Index Card and the Order Card concerned.  

Entries should also be made in the X-64 and 

in the “remarks” column of the X-16. 

 

Vacancy Clearing Statistics 

 

13.16 S.E.C.Os. should give information 

on the following items to their State 

Directors through the monthly narrative 

reports/special reports:- 

 

S.No

. 

Item No

. 

1. Fresh vacancies given limited and 

unlimited circulation by the State 

Employment Co-ordination Office 

during the month. 

 

 

 

2. Vacancies circulated by the State 

Employment Co-ordination Office 

reported as filled during the 

months by:- 

(a)  Vacancy Exchange, and 

(b) Employment Exchange other 

than Vacancy             Exchange. 

 

 

3. Vacancies at the end of the month 

in limited and unlimited 

circulation for: 

 (a)   Less than three months,  

 (b)   Three months but less than                

six months, and  

 (c)   Six months or more.  
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Introduction 

 

14.1 The I.L.O. Convention No. 88, 

concerning the organisation of the 

Employment Service states that: ‘The 

essential duty of the Employment Service 

shall be to ensure, in co-operation where 

necessary with other public and private 

bodies concerned, the best possible 

organisation of the employment market as 

an integral part of the national programme 

for the achievement and maintenance of full 

employment and the development and use of 

productive resources”.  (The convention was 

ratified by the Government of India in June, 

1959).  The promotion of higher levels of 

employment being one of the objectives of 

the Employment Service, it is necessary that 

steps should be taken at every Employment 

Exchange/ Career Centre towards its 

fulfillment.  

 

14.2 The maximization of employment 

under existing programmes and the creation 

of additional employment opportunities are 

matters that should receive the attention of 

the Community as a whole.  In a democratic 

society, such an approach is essential both 

for the formulation of plans as well as for 

their successful implementation.  The 

Employment Service has to play a vital role 

in this process.  Broadly, it comprises of:- 

 

(a) The identification and enunciation of 

the problems; 

 

(b) The collection and presentation of all 

the relevant statistical and other 

information; and  

 

(c) Bringing together local (or 

regional/national) leadership to  
 

 

 

 

 

 
 

consider the facts and take effective 

action.  The following paragraphs 

indicate the lines on which an 

Employment Exchange may proceed  

to perform its functions in this 

connection.  

 

 

Study of the Local Employment Market 

 

14.3 An Employment Officer can function 

effectively only if he knows the 

characteristics of the employment market 

area he is serving.  This means a fair 

knowledge of the size and nature of the 

population, its rural-urban disposition, 

growth rate, literary rate, characteristics of 

the labour force, sources and pattern of 

employment, nature and extent of 

unemployment, supply of and demand for 

trained personnel, shortages and surpluses of 

manpower, educational and training 

facilities available in the area and in general 

all aspects of the manpower situation in the 

area.  These data should be collected and 

studies on a continuing basis.  The 

Employment Market Information 

programme provides the basic material for 

such a study.  

 

Study of Economic Resources 

 

14.4 In addition to a study of the 

manpower resources and requirements of the 

area, information regarding the pattern of 

industry, unutilized natural resources and 

other economic assets should be collected 

and compiled.  The object should be to 

provide a complete picture of the local 

economy as a background for an 

appreciation of the manpower situation and 

the generation of additional employment 
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openings, in order that the local 

Employment Exchange contributes to the 

economic growth of the area by working 

towards maximum employment.  

 

Development Schemes under the Various 

Plans of Government 

 

14.5 A study of the employment aspects 

of various schemes under the different  

Plans pertaining to the Employment 

Exchange/Career Centre area, with a view to 

maximizing job openings, is a special 

responsibility of the Employment Officer.  

For this purpose, he should study the 

implementation of various schemes from the 

employment angle and work through the 

district Manpower Planning & Employment 

Generation Council, District Development 

Committee or any other forum that may be 

concerned with the co-ordination and 

execution of plans at the district/area level.  

He should also study the employment/self-

employment aspects of rural development 

programmes under employment generation 

schemes which have been undertaken during 

the Plan period and other schemes at 

State/local level for harnessing the 

manpower resources available in the rural/ 

urban areas towards rapid economic 

development in the country.  

 

Note: The Five-Year Plans were replaced by 

a three-year action plan, which will be part of a 
seven-year strategy paper and a 15-year vision 
document. The NITI  Aayog has replaced the 
Planning Commission and launched three-year 
action plans from April 1, 2017, onwards. 
 

Local Action to Promote Employment  

 

14.6 It should be remembered that in the 

achievement and maintenance of a high 

level of employment, the Employment 

Service does not work alone.  Rather, it 

collects and analyses facts, places them 

before the appropriate body and implements 

decisions as far as they relate to manpower.  

These authorities are represented on the 

tripartite Committees on Employment, 

which have been set up at the District, State 

and National levels.  The District Committee 

on Employment will, therefore, be one of 

the appropriate bodies to consider questions 

relating to the promotion of employment 

opportunities at the local level.  

Employment Officers should assist these 

Committees in the examination of questions 

relating to employment and unemployment 

and ensure that the recommendations made 

are acted upon by the authorities concerned.  

 

 

Fact Book on  Manpower 

 

14.7 When the data referred to in paras 

14.3 to 14.6 above are collected and 

assembled, they will provide a picture of the 

manpower and industrial resources of the 

district or the Employment Exchange are as 

the case may be.  These should be put 

together in the form of a handbook, under 

appropriate headings (e.g. population, 

literacy rates, employment and 

unemployment statistics, primary and 

secondary education, technical and 

professional education, University 

Education etc.) for ready reference.  The 

factual information contained in the 

handbook should be brought up-to-date 

periodically.  As much of the data as 

possible should also be represented on an 

industry-cum-employment map of the 

district or area.  

 

Relations with Employers 

 

14.8 Employment Service serves the 

applicants as well as the employers.  The 

goodwill of both is necessary if the 

Employment Service wants to fulfill its 

objectives.  The Employment Officers 

should cultivate and maintain good relations 
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with employers in the Exchange area having 

in mind that the employers who engage 

small number of staff are no less in need of 

the service of the Exchange than the larger 

ones.  They must know the individual 

problems of employers and each employer 

usually has a different one.  The best method 

by which an Employment Officer can arrive 

at a complete understanding of an 

employer’s situation is by face to face 

discussions.  Employers should, therefore, 

be contacted personally and the advantages 

of recruitment through the Employment 

Service and utilization of other services 

offered by the organisation explained to 

them.  The Employment Officer must 

convince employers that the Employment 

Service has services to offer that may be 

valuable to them.  Employers who employ 

seasonal labour should not be overlooked.  

All employers should, as far as possible, be 

encouraged to visit the Employment 

Exchange so that they can see the method of 

working.  They should also be encouraged to 

select applicants at the Exchange premises.  

Regular contacts should also be maintained 

with the Personnel Officers, Labour 

Officers, etc. in Government and private 

establishments.  Any misunderstanding 

should be promptly removed.  Employment 

opportunities on farms and in non-urban 

areas should also not be overlooked.  

 

14.9 When an employer needs service, he 

needs service immediately.  Demands must, 

therefore, be handled promptly and steps 

taken to fill them must be reported to the 

employer.  In fact, he should always be kept 

informed of the action taken regarding his 

demand.  This aspect need not and cannot be 

emphasized too strongly.  There is nothing 

that so adversely affects relations with 

employers, as not letting them know what 

has been done or is  being done to assist 

them.  We may be trying to fill an order to 

the best of our ability but if we do not report 

our efforts to the employer ,we consciously 

jeopardize our relations with that employer.  

Any confidence that we have built up is 

completely destroyed by failing to keep 

employers closely informed of progress or 

lack of progress.  We must remember that 

filling an order from an employer may 

represent business and money to him and if 

we are lax in our attention to the order, we 

are causing him to lose money and business 

and in turn we lose a customer.  

 

Canvassing Programmes 

  

14.10 Canvassing Programmes should be 

drawn up for different officers and numbers 

of staff in such a manner as to make the 

maximum use of the time available. 

Programmes should be drawn up on the 

basis of full knowledge of the employment 

market area the Exchange is serving.  These 

should always be well planned and with 

specific aims in view.  When the purpose of 

a visit is to persuade the employer to utilize 

the Exchange or recruitment of workers, it 

should first be ascertained whether the types 

of workers the employer is likely to require 

are actually available.  While visiting an 

employer, the Employment Officer should 

display a genuine lively interest in learning 

as much as possible about the employer’s 

business, and should be able to give full 

information about the operations of the 

Employment Service.  In addition, he should 

be able to give current labour market 

information as to supply of workers in 

general and in particular the skills that may 

be available.  Employers in the same 

industry or area should, as far as possible be 

included in the programme of one officer.  

Canvassing visits should be regularly 

arranged, the frequency of visits to an 

employer depending upon his relations with 

the Exchange, the type of industry in which 

he is engaged and the availability of 

applicants.  The action considered necessary 
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as a result of the visit should be taken 

promptly.  To facilitate follow-up action, a 

full record of the visit should be prepared 

immediately after the visit. 

  

14.11 Brief notes on the results of contacts 

made with employers by officers of the 

Employment Service should be recorded on 

E.M.-1 (item () and form E.M.-IA, which 

should be filed in the E.M.-1 envelop. 

 

Contacts with Educational Institutions 

  

14.12 Regular contacts should be made 

with professional institutes, polytechnics 

and other educational/training institutions to 

encourage qualified applicants to register 

with the Employment Exchanges.  This will 

help in enriching the Live Register of 

Employment Exchanges.  

 

Contacts with the Community 

  

14.13 The Employment Officer’s 

responsibilities do not end with employers 

and the applicants.  The Service has 

responsibilities to the community as a 

whole.  Community, like individuals, has 

personality.  The Employment Officer must 

study the community, decide how and where 

he can help most and with a well thought-

out plan, start out to become a public 

servant, respected by the community for his 

contribution to the well being of the 

community.  As pointed out in para 14.3, the 

Employment Exchange should be the focal 

point of employment information in an area.  

This information is valuable to groups in the 

community such as civil organisations, 

employers’ and workers’ organisations, 

welfare organisations, Banking and Fiscal 

Institutions etc.  Personal contacts with these 

groups are the best means of informing them 

of what the Employment Service does and 

how it assists and is an important factor in 

community life.  The Employment Officer 

and his staff should maintain good 

relationships with the above community 

groups.  They should try to create in these 

groups a desire to further the services of the 

Employment Service and to consult 

frequently with the Employment Officer the 

problems that come within the sphere of the 

Employment Service operations.  

 

Record of Contacts with Employers and 

Organisations 

  

14.14 Contacts made with various 

organisations should be recorded in a book 

register or on a lose leaf register (preferably 

the latter) in chronological order as also the 

points discussed during the visits, 

particularly those which require follow-up 

action.  Details of contacts made with 

employers should be recorded only on E.M.-

1 (item 9) and E.M.-1A irrespective of the 

purpose of contact, as stated in para 14.11 

above. 
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Introduction 

 

15.1 Maintenance of good public relations 

and effective publicity are of great 

significance to any service organisation.  It 

is much more to an organisation like ours, 

whose primary objective is to reach the 

public and inform them of the free and 

voluntary services rendered by the 

Employment Service Organisation. In order 

to reach out to the grass root level, the use of 

social media platforms have great 

importance. The Employment Officers 

should explore the social media platforms 

such as Facebook, Instagram, Twitter, 

YouTube, etc to disseminate information to 

the public in general and the youth in 

particular. 

 

Employment Officer’s Responsibility 

  

15.2 The Employment Officer-in-charge 

of the Exchange is directly responsible to 

the State Director for execution of public 

relations and publicity work within the 

jurisdiction of the Exchange.  All matters 

pertaining to technical assistance for 

designing and production of publicity 

material such as posters, folders, brochures, 

etc., to meet the local requirements and also 

any aid if required for participation in 

exhibitions, preparation and supply of 

hoardings, should be referred to the State 

Director.  Permission to incur expenditure in 

this regard and necessary funds for 

execution of the work should be sought from 

the State Director.   

 

Publicity during Tours and Canvassing 

Visits 

 

15.3 While on canvassing visits to the 

employers, every opportunity should be used 

to familiarize them with the aims and  

 

 

 

 

objects of the Employment Service.  It is a 

fact that a large number of employers in the 

Private Sector and probably a still larger  

number of employment seekers are ignorant 

of the free and voluntary service offered by 

the National Employment Service.  Through 

increasing number of personal contacts, the 

number of such people should be brought 

down. 

 

Other Publicity Measures 

 

15.4 Wide publicity should be given to 

the functions and activities of Employment 

Exchanges through newspapers, cinemas, 

radio, T.V.,  social media platforms such as 

Facebook, Insta-gram, Twitter, YouTube, 

etc.  Seminars on the role of Employment 

Service should be arranged at State/District 

levels.  Prominent employers in the 

State/District, representatives of training 

institutions and other agencies concerned 

with the development of human resources 

should be invited to these seminars so that 

their problems of recruitment of workers 

through Employment Exchanges may be 

discussed.    

 

Inviting Public Men to Exchanges 

 

15.5 For maintenance of good public 

relations every Exchange should prepare and 

maintain an up-to-date list of M.Ps., 

M.L.As., prominent employers, 

Industrialists and Members of Local Bodies 

in the area and occasionally invite them to 

the Exchange.  They should be taken on 

round of all the units/sections and explained 

the day-to-day working of an Exchange, in 

detail.  The State Director should be kept 

informed of such invitations.  The aim of 

such visits should be to impress upon the 
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visitors the usefulness and economic 

importance of the organisation and the 

systematic, impartial and efficient manner of 

working in the Exchange.  A “Suggestion 

Book” should be maintained in each 

Exchange in which the distinguished visitors 

may record suggestions, if any, as prescribed 

in para 16.6(c).  

 

Contacts with the Press 

  

15.6 Employment Officers should make 

every attempt to maintain cordial relations 

with the local press.  A favourable Press is 

an effective means of removing 

misunderstandings and prejudices that might 

exist among the public.  Press 

representatives should, therefore, be 

encouraged to visit Exchanges and see 

things for themselves.  Occasionally, Press 

Conferences may be held, with the 

permission of the State Director, and facts 

and figures regarding the work done and 

progress achieved given.  However, policy 

matters and controversial topics should be 

avoided during such Press Conferences.  

 

Relations with Trade Unions 

  

15.7 (a) Employment Exchanges 

should cultivate and maintain good relations 

with the Trade Unions.  Personal contacts 

with office-bearers of Trade Unions in the 

Exchange area should be regular.  The 

objectives of the National Employment 

Service and the method of working of 

Employment Exchanges should be explained 

to Trade Union Officials, who should be 

invited to the Exchange for this purpose.  

The manner in which they could help 

Exchanges render efficient service should be 

discussed as and when opportunity arises, 

and they should be encouraged to co-operate 

actively.  Assistance of Trade Union 

officials should be enlisted in explaining to 

workers the aims and methods of working of 

Exchanges.  Trade Union Officials can be 

helpful in:- 

 

(1) encouraging non-registered workers, 

for whom suitable employment is 

available, to register at the 

Employment Exchanges; 

 

(2) publicising vacancies, scheme for 

training etc.; 

 

 

(3) encouraging applicants to undertake 

work of a kind available and 

suitable for them;  

 

(4) encouraging geographical and 

occupational mobility of labour and  

 

 

(5) educating applicants to intimate to 

the Exchange the result of 

submissions.  

 

(b) If Trade Unions are found to object 

to employers regarding use of the 

Employment Exchange, attempts should be 

made to resolve the prejudice using the 

forum of the Committee on Employment 

and discussion with the officials.  If 

unsuccessful, a report on the nature of 

objections and efforts made to overcome 

them should be sent to the State Director 

who may, if necessary, bring the matter to 

the notice of the DGE. 

 

(c) If there are no suitable applicants 

registered at an Exchange for a notified 

vacancy, enquiries may be made with the 

officials of appropriate local Trade Unions 

to see whether they could recommend 

suitable persons for the vacancy.  They 

should be requested to refer candidates to 

the Exchange so that they may be registered 

and submitted.  
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(d) When approach is made to a Trade 

Union, full particulars of the type of workers 

required and the location of the work should 

be given but not the name of the employer.  

 

Graphs and Charts 

  

15.8 Representative and up-to-date charts 

and graphs showing the volume of work 

done in successive months should be 

prominently displayed in the Employment 

Officer’s room.  The publicity value of 

neatly prepared and easily readable graphs 

and charts cannot be overemphasized.  

 

Display of Publicity Material 

  

15.9 Care should be taken to distribute 

properly publicity material such as folders, 

brochures , handbills and material in e-form 

or digital form.  Posters should be 

effectively displayed not only within the 

Exchange premises, but also in public places 

such as post offices, railway station and 

other public buildings on specially provided 

boards and in the premises of factories, mills 

and such other places as are likely to attract 

the people.  

 

General 

  

15.10 It is very important that all display of 

publicity materials such as notice boards, 

hoardings, posters, material in digital form  

displayed on web portal or websites, etc. 

should be frequently inspected so that any 

point of information which may have 

become out-dated, obsolete, faded, torn or 

defaced is removed/replaced.  It is the 

responsibility of the Employment Officer to 

make arrangements, in consultation with the 

State Director, for proper maintenance of  

publicity material like posters, hoardings, 

notice boards, etc. within his jurisdiction.  
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Card Index System 

  

16.1 (a) To facilitate filling and 

examination of case-histories of 

employment-seekers and to keep under 

observation vacancies which are notified, a 

Card Index System is used.  Index Cards and 

Order Cards should be filed in separate 

cabinets, each cabinet being boldly and 

neatly labeled to indicate the contents, e.g. 

Live Register, Live Order Register etc. Each 

drawer should be labeled to show the 

Occupational Code Numbers of the cards 

filed inside.  Within each drawer, Card 

Separators, slightly bigger than the Index 

Cards or Order Cards (made out of coloured 

paper boards) should be used to mark 

subdivisions.  Each Card Separator should 

be labeled to show the occupational Code 

number of cards filed behind it.  

  

(b) If it is necessary to remove a card 

from the Live Register or Live Order 

Register for a period of time likely to be 

detrimental to the interests of an applicant or 

an employer, a “dummy card” with essential 

information entered on it should be put in 

the place of the card thus removed.  In cases 

where the card has been removed for some 

procedural action in the Exchange making it 

readily traceable when required, it is enough 

if essential details such as Registration No.  

Occupational Code No. and category of the 

applicant (priority, Scheduled Caste etc.) 

and the purpose for which the card has been 

removed are recorded on a Card Separator 

and kept in the appropriate section of the 

Live Register.  Where however, a card is 

removed for investigation of a complaint or 

for other similar purposes and there is 

likelihood of delay in obtaining it for normal 

action, a duplicate of the original card must 

form the dummy card.  

  

 

 

(c) Identification tabs of different 

colours should be used to identify cards on 

the Live Register for particular purposes, 

e.g. to indicate priority categories,  

degree of mobility etc.  The use of such tabs 

should be restricted to those categories in 

respect of which the DGE or the State 

Director have given permission.  

Note:  Card Index System is meant for 

offline system. For online system, the 

respective government may ensure that the 

software take cares  of these functions. 

 

Red Ink Entries 

  

16.2 When it is necessary to draw special 

attention to certain items on Index Cards, 

Order Cards or registers, the entry may be 

recorded in red ink.  A list of entries which 

should be made in red ink is given in 

Volume II, Appendix I(17). 

Note:  Card Index System is meant for 

offline system. For online system, the 

respective government may ensure that the 

software take cares of these functions 

 

Official Correspondence 

  

16.3 (a) All official communications 

intended for the D.G.E.., other than 

periodical returns, reports or other specific 

information called for directly by the 

D.G.E., should be sent through the State 

Director.  Copies of communications sent 

direct to the D.G.E. should invariably, be 

endorsed to the State Director. 

  

(b) Assistant/Junior Employment 

Officers or other members of staff, when 

empowered in writing to sign 

correspondence on behalf of Employment 

Officers, should do so “for Employment 

CHAPTER XVI 

 

VARIOUS GENERAL INSTRUCTIONS 

130



 

Chapter XVI Part.I/Vol.I/ NESM /2022  
 

 

Officer” and not as Assistant/Junior 

Employment Officer, etc. 

 

Over Writings and Alterations 

  

16.4 As far as possible, over-writing and 

alterations in entries should be avoided in 

important records such as Index Cards, 

Order Cards, Record of Registration, 

Vacancy Order Registers etc.  If alterations 

in entries become unavoidable, they should 

be initialed and dated by an Officer.  

 

Staff  Training 

  

16.5 (a) The State Director of 

Employment should ensure that all Officers 

&  staff working in  Employment 

Exchanges/Career Centres  under their 

control, are trained in the performance of the 

duties which are assigned to them.  

Arrangement  for their training should be 

made at regional/state/national level as per 

requirements. Regular assessment at an 

interval of  atleast six months of their 

training needs  may be made. 

Similarly,  Director of Employment at 

DGE(HQ) shall take care  of the training 

needs of officers & staff looking after the 

work of national employment 

service/National Career Service in the 

Directorate at Central Government..  The 

need for sympathy and understanding in 

dealing with employment seekers must be 

constantly emphasized.  New members of 

staff should be given the opportunity to 

acquire practical experience under the 

guidance of experienced members of staff, 

before they are given independent duties.  

Staff meeting should be held regularly and 

not less than once a month, during which 

new policies or changes in procedure should 

be explained.  The contents of the statistical 

returns, monthly narrative report, area 

E.M.I. report, state E.M.I. report, career 

literature etc. should be studied in detail and 

discussed at length in these staff meetings.  

A brief record of all staff training activities 

should be maintained. 

  

(b) During training meeting, free 

discussions should be encouraged and if any 

useful suggestion is made, it should be 

forwarded to the State Director for further 

consideration.  

  

(c) Rotation of work among staff should 

be regularly arranged so that the Exchange 

is not handicapped when there are absentees 

or when an emergency arises.  

  

(d) It is the duty of senior officers to 

encourage study and research by their staff 

and to stimulate initiative.  Credit should 

always be given where it is due and facilities 

given for sound experimentation provided 

no vital points of principle and procedure 

are endangered, or a waste of public money 

is involved.  

 

Treatment with Public 

  

16.6 (a) Employment-seekers may 

feel depressed or irritated due to 

unemployment or uncomfortable journeys.  

They are also likely to be ignorant of 

Exchange procedure and possibly nervous.  

They should, therefore, from the moment 

they enter the Exchange be treated 

sympathetically and with the utmost 

courtesy.  In no case should applicants be 

dealt with casually or harshly.  They should 

not be made to wait while routine work 

(which can always be deferred) is being 

performed.  

  

(b) Exchange should have adequate 

facilities for the reception and convenience 

of visitors whether they are applicants or 

enquirers.  Separate waiting rooms for 

employers and applicants, with adequate 

seating accommodation and other 
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conveniences such as reading matter should 

be provided.  The employment Officer-in-

charge of the Exchange should frequently 

visit these rooms to ensure that the 

arrangements are satisfactory and are 

efficiently organized and neatly kept.  A 

member of the staff should be made 

specially responsible to look after such 

arrangements.  Publicity posters of interest 

should be prominently displayed in proper 

frames.  Notice Boards should be provided 

at convenient places to convey essential 

information to the public.  The boards 

should be kept constantly up-to-date.  

Directional notices should also be provided 

for the guidance of the public wherever 

found necessary.  In online system, such 

information should be made available on 

portal and/or on website. 

  

(c) A “Suggestion Book” should be 

maintained in which visitors may record 

suggestions, if they have any.  Extracts of 

useful suggestions thus recorded should be 

forwarded to the State Director for 

consideration where appropriate.  It should 

be noted that officers and staff of Exchanges 

should under no circumstances canvass 

approbation of their work from visitors.  

Maintenance of the “Suggestion Book” 

should be made known to the visitors by 

means of a notice.  

  

(d) The Employment Officer should set 

apart a specified time each day to receive 

candidates and hear their grievances.  He 

should also personally meet individual 

applicant each day in the waiting hall to 

ensure that they are properly attended to. 

 

Enquiry Counter 

  

16.7 (a) Exchanges should set up an 

enquiry counter at a convenient and 

prominent place which is accessible, on their 

arrival, to applicants, employers and visitors.  

The enquiry counter should be placed in 

charge of an experienced and well-informed 

official specially trained for this work.  The 

enquiry counters should open at least half an 

hour earlier than the time fixed for 

commencement of work at the Exchange so 

that preliminary enquiries and the sorting of 

various types of applicants can be dealt with 

by the time rest of the staff starts work.  

Notice boards should be set up at prominent 

places asking all visitors to go first to the 

enquiry counter.  

  

(b) At the enquiry counter, applicants 

should be given numbered tokens to ensure 

that they are attended to in proper sections in 

the order of their arrival.  The Employment 

Officer-in-charge of the Exchange should at 

least once a week make a surprise check of 

the reception arrangements and the work of 

the official-in-charge of enquiry to ensure 

that the issue of tokens is free from 

complaints.  Callers at the Exchange should 

be made aware also of the token system by 

means of a suitable notice.  

  

(c) For the information and guidance of 

applicants, a notice should be displayed at 

the enquiry counter to the effect that if an 

applicant fails to respond to a 

communication is returned undelivered, it 

would be deemed that the applicant is no 

longer in need of employment assistance.  

 

Use of Official Vehicles 

  

16.8 (a) Vehicles attached to Exchanges 

should be used primarily for the purpose of 

contact with employers on the basis of a 

planned programme, the greater part of the 

time being devoted to the private sector.  

The programme should include collection of 

employment market information, 

information for completing X-12 and X-13 

and such other work involving contacts with 
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associations, organisations and institutions 

for furtherance of the N.E.S. programmes.  

  

(b) Exchange vehicles may also be 

utilized for recruitment drives in case of 

urgency.  

  

(c) The use and maintenance of 

Exchange vehicles will be governed by such 

orders as the State Director may issue from 

time-to-time. 

 

Special Committees to Examine the 

Fairness of Submissions made by 

Employment Exchanges  

  

16.9 To instill confidence among the 

public regarding the fairness and 

impartiality of submissions made by 

Employment Exchanges against notified 

vacancies, a small special committee should 

be set up at each Employment Exchange.  

The Committee should consist normally of 

four members; one each representing 

Government employers, private employers 

and workers.  The Employment Officer 

should be the convenor-member.  It is 

desirable that the members of this 

Committee are members of the District 

Committee on Employment  attached to the 

Exchange and should be elected by the 

body.  The special committee thus 

constituted should meet periodically 

preferably once in a month, and examine the 

submissions made by the Employment 

Exchange with a view to detect cases where 

the discretion of the staff has been used in  

perverse or dishonest manner.  For this 

purpose, the committee may examine 

selected Order Cards chosen at random and 

see whether the submissions have been fair 

and impartial.  A report of the result of such 

examination should be forwarded to the 

State Director for information and such 

action as may be considered necessary.  

 

 

Complaints - General 

  

16.10 (a) Every complaint must be 

enquired into thoroughly and disposed of 

expeditiously.  Much can be learnt from 

complaints.  

  

(b) Enquiries relating to complaints 

should be undertaken in an impartial and 

critical manner and there should be no 

hesitation in bringing facts to light.  It 

should not be presumed that a complaint has 

been made malafide and there should be no 

attempt to explain away facts or to make 

counter-allegations.  If the enquiry shows 

that remedial action for apology is called 

for, action should be taken immediately and 

the complainant advised of the action taken.  

Weaknesses in organisation and 

performance of work revealed by complaints 

should be immediately eradicated or 

reported to the State Director for further 

examination.  If, however, the complaint is 

found to be without justification, the facts of 

the case should be explained to the 

complainant.  

  

(c) Complaints made personally should 

be enquired into on the spot, and action to 

remedy weakness or to explain facts to the 

complainant should be taken immediately. 

  

(d) All complaints should be brought to 

the notice of the senior most officer in post.  

Complaints in writing should not be finally 

disposed of without his knowledge.  

 

Attempts to Solicit Preferential 

Treatment 

  

16.11 Attempts to solicit preferential 

treatment for registrants should be firmly but 

politely rejected; notices should be 

displayed prominently to the effect that 

letters or chits intended to give preferential 
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treatment either from members of the 

Organisation or from other persons will not 

be taken cognizance of in the disposal of 

business.  

 

 

Career Literature 

  

16.12 Dissemination of occupational 

information to job-seekers, students, 

teachers, counselors, career masters, parents 

etc. is considered an integral part of National 

Employment Service programmes in general 

and vocational guidance services in 

particular.  For this purpose the Career 

Study Centre of NICS compiles and 

publishes career literature, in different 

series, on employment and self-employment 

opportunities for different types of persons.  

The State Directors may also prepare and 

publish such literature at the State level and 

also bring out local supplements to the 

publication brought out by NICS.  

 

16.13 The publications published/data 

released. 

 

(i) The Publications brought out by the 

Employment Directorate are as under: - 

 

(a).  Bulletin on Job Opportunities in 

India: - Annual issue of the Bulletin give 

information relating to the demand for 

manpower in professional fields such as 

Engineering, Technology, Agriculture, 

Medicine, Natural & Social Sciences etc.  

These issues also provide information on the 

outturn of qualified personnel in the 

respective fields to analyse the demand and 

supply of manpower.  For this purpose 

Employment Officer should furnish the 

information regarding vacancies notified to 

them in return CP-I [see Vol. II Appendix-I 

(i)] 

 

 

 

(ii). The publication of CIRTES(now 

NICS)  brought out in the following 

series: - 

 

(a) World of Work Series 

 

The publications in this series are 

primarily meant for students who are in the 

secondary and higher secondary stages of 

education.  These publications introduce the 

students to various career in specific 

industries, highlighting aspects like the 

nature of work, career prospects, means of 

preparation for different careers, and a good 

deal of related details.   

 

(b) Job Seeker’s Guide  

  

The publications in this series 

contain information about a cluster of 

similar occupations open to job-seekers of a 

particular level of education, Each pamphlet 

generally covers eight to ten occupations.  

This series will ultimately replace the 

„Guide to Careers‟ Series.  

 

(c) Choice of Careers Series Posters 

  

This series covers career posters and 

charts meant for display in schools and 

Employment Exchanges for motivating the 

youth to seek further comprehensive 

information either from guidance workers or 

through the study of relevant career 

literature.  These are mostly based on career 

publications issued under the Career 

Information Series.  

 

(d) Handbooks on Training Facilities 

  

These handbooks provide 

information on institutional and in-plant 

training facilities, State-wise, for use in 

counseling and guidance programmes.  

  

134



 

Chapter XVI Part.I/Vol.I/ NESM /2022  
 

 

16.14 Complimentary copies of these 

publications are supplied to the State 

Directors for distribution to educational 

institutions and other organisation agencies 

in the field of Vocational Guidance through 

the Employment Exchanges.  Priced copies 

of the publications are supplied to the 

Employment Exchanges by the Controller of 

Publications, Delhi on sale and return basis.  

Employment Officers should give wide 

publicity to these publications and display 

them in the waiting halls.  The detailed 

procedure for sale and distribution of career 

publications is given in Appendix I(19), 

Volume II.  

 

Job Development  

  

16.15 Job Development aims at extending 

speedy and selective placement service to 

both qualified applicants and interested 

employers without discrimination or 

favoritism of any kind.  The categories of 

applicants for whom Job Development is to 

be undertaken will depend upon such factors 

as job openings available in the area, types 

of candidates seeking jobs through the 

Exchange etc.  

  

16.16 Job Development work should form 

part of the regular placement process and 

should be undertaken systematically for 

applicants who satisfy the criteria, 

irrespective of the job for which they are 

registered.  The Employment Officer-in-

charge of the Exchange will be responsible 

for undertaking Job Development Work.  

Other gazetted officers, if any, may also 

undertake this work in consultation with the 

Employment Officer-in-charge of the 

Exchange.  It is important that officers 

undertaking job Development work should 

have sound knowledge about the applicants 

and their needs, the employers and their 

requirements and specifications of various 

jobs.  

 

16.17 Job Development work could be 

performed either by contacting the 

Employer in person or over telephone.  

Employers who are fairly familiar and with 

whom good relations have already been 

established could be contacted over 

telephone.  However, direct personal contact 

is a better means of Job Development as it 

gives opportunity to have a face-to-face 

discussion with the employer about a 

particular applicant and the employer‟s 

hiring policy and specifications.  

 

 Job Development involves the following 

important steps:- 

 

16.18  (i) Selecting the employer-

Employers‟ Register, ER-I and ER-II 

returns, Dead Order Register, Newspaper 

advertisements etc. could be of use in 

deciding which  of the employers are to be 

contacted.  

 

(ii) Establishing contact with the 

employer-The approach must be to the 

person directly responsible for recruitment.  

He should be a person higher enough in the 

organization/establishment to make 

independent decisions in the matter. 

 

(iii) Arousing the employer‟s interest-

The employer must be given a quick resume 

of the applicant‟s background and the 

benefit he can derive by appointing him, as 

quickly as the Employment Officer can.  In 

case the employer had indicated on some 

previous occasion that he is interested in a 

particular type of applicant, a reference may 

be made to that in presenting the applicant‟s 

background and qualifications.  Having 

aroused the employer‟s interest in the 

available applicant, it is important to 

develop that interest and persuade the 

employer to interview and accept the 

applicant.  
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(iv) Selling the qualifications and 

capacities of the applicant- Job 

Development is essentially selling the 

available applicant.  Selling requires 

considerable knowledge about the product to 

be sold and enthusiasm, imagination ability 

and persuasion on the part of the salesman.  

The Employment Officer attempting Job 

Development should, therefore, know his 

applicant‟s attainments, interests, aptitudes 

etc. to enable him to determine what the 

applicant is capable of doing and should be 

enthused over his applicant as a salesman 

over his product.  He must use sufficient tact 

to convince the employer that he would 

derive benefit from the applicant and finally 

persuade him to engage the applicant.  An 

applicant‟s need for a job should never be 

used as a selling point.  

 

16.19 Applicants may be selected for Job 

Development at the time of registration 

interview or during periodic review of the 

Live Register.  The Index Card of the 

applicant selected for Job Development 

should be completed in all respects and the 

applicant should be interested in the job for 

which Job Development is attempted.  For 

this purpose, the applicant may be called to 

the Exchange, if found necessary.  But the 

identity of the employer should not be 

disclosed to him at this stage.  If the efforts 

prove fruitful, the vacancy may be booked in 

the normal manner and the applicant 

directed to the employer for personal 

interview/selection.  

 

Maintenance of Liaison with Exchanges 

in other States 

  

16.20 Employment Officers may exchange 

information on technical matters relating to 

E.M.I., V.G. etc. with their counterparts in 

other States.  State Directors should be kept 

informed of such correspondence.  Among 

other things, such liaison would be of 

advantage in regard to Vacancy and Labour 

Clearing.   

 

Rural Employment Bureaux 

 

16.21 With a view to extending 

employment information and vocational 

guidance services and also to render 

employment assistance to the extent possible 

to the employment-seekers in the rural areas, 

Rural employment Bureaux/Employment 

Information and Assistance Bureaux 

(EIABs) have been set up in Community 

Development Blocks in various States.  

These Bureaux also serve as Information 

Centers for dissemination of information 

connected with the problems of manpower 

utilisation in rural areas.  The functions of 

the Rural Employment Bureau are broadly 

as follows:- 

 

(i) Maintenance of an up-to-date 

Information Room with audio-visual aids to 

assist in a better understanding of the current 

local occupational pattern and the 

employment market in general.  This will 

include exhibition of career literature, career 

charts, pamphlets pertaining to training in 

rural occupations, pamphlets pertaining to 

community development in its various 

aspects, etc.  The Information Room will be 

organized by the official-in-charge of the 

Bureau through the block Development 

Officer, and with the co-operation of the 

Panchayats, village level workers etc.  

 

(ii) Keep the members of the 

Community Development Block or the local 

Panchayats in touch with Employment 

Market Information for the district on the 

basis of material received from the 

Employment Officer and other sources.  

 

(iii) The Official-in-charge of the Bureau 

will report to the parent Employment 
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Exchange and other prescribed authorities 

shortages of manpower in the area and 

particulars of jobs which are known to be 

vacant.  He will also make arrangements for 

facilitating contacts of local people with the 

Employment Service and for giving 

employment assistance wherever possible in 

accordance with the procedure that may be 

prescribed for the purpose.  

 

(iv) Facilities for recruitment for training 

in the Industrial Training Institutes and in 

rural training institutes should also be given 

by the official-in-charge of the Bureau.  He 

will be under the administrative and 

technical control of the Employment 

Officer-in-Charge of the district.  

 

(v) The Rural Employment Bureaux will 

also carryout employment surveys in 

Development Blocks where Rural Works 

Programmes are located.  For this purpose 

the official-in-charge will keep in close 

contact with the local Block Development 

Officer and other officials and non-officials 

connected with the Rural Works Project, so 

as to assist them in mobilizing manpower to 

work in the Project: also to assess the 

manpower utilization of Rural Works 

Projects.  

 

(vi) The State Director may assign any 

other work in connection with the 

Employment Service to these Bureaux. 

 

NOTE:- When employment-seekers 

visit the Bureau for registration,  Index  

Cards will be completed in the normal 

manner without allotting registration number 

and N.C.O. Code No. These X-1s will then 

be forwarded to the Exchange concerned 

who will register them and issue the Identity 

Cards direct to the applicants under 

intimation to the Bureau.  

 

University Employment Information and 

Guidance Bureaux 

 

16.22 University Employment Information 

and Guidance Bureaux have been set up at a 

number of Universities.  Although the main 

function of these Bureaux is to give 

employment information and vocational 

guidance to the alumni of the University, 

they also register qualified applicants 

belonging to special categories e.g. those (i) 

holding a Bachelor‟s or higher degree or 

equivalent diploma in a professional or 

specialized course such as, Engineering, 

Medicine, Agriculture, Veterinary Science, 

Technology, Law, Education etc. (ii) 

holding a Master‟s or higher degree or post-

graduate diploma or equivalent in other 

subjects.  

  

16.23 The Professional and Executive 

Employment Office will circulate to the 

U.E.I. & G.Bx. vacancies that are 

appropriate to the applicants registered with 

them.  The Bureaux will submit particulars 

of suitable applicants available on its Live 

Register to the P. & E.E.O. against 

vacancies circulated by it.  The P. & E.E.O. 

will consider these applicants for submission 

against notified vacancies, on par with the 

applicants on its own Live Register.  The 

Bureaux will make submissions against 

vacancies advertised by the C.E.E.  The 

Bureaux may also submit suitable applicants 

in response to specific enquiries made to 

them by private employers.  State Director 

may assign any other work they would like 

in connection with the Employment Service 

to these Bureaux.  

 

National Career Service Centres for 

Differently Abled (earlier known as 

Vocational Rehabilitation Centres for the 

Physically Handicapped  
16.24 National Career Service Centres for 

Differently Abled have been set up in a 
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number of States.  At these Centres 

assistance is given to physically 

handicapped persons to develop 

rehabilitation plans depending on their 

specific needs; aptitudes etc.  These Centres 

cater to the needs of the blind, the deaf and 

dumb the orthopedics, negative leprosy 

patients and mild mentally retarded persons.  

 

Objectives 

  

16.25 The main objective of the NCSCs for 

DA is to assist the Persons with Disabilities 

to undertake a remunerative work activity so 

as to enable them to live an independent, 

productive and respectful life.  This is 

achieved through the following:- 

 

a). to assess the residual vocational 

capacities of the Persons with Disabilities s;  

 

b). to guide and assist them towards 

securing and retaining gainful 

employment/self-employment/home-bound 

employment, thus enabling them to lead an 

independent, productive and respectful life 

like any other able-bodied person; 

 

c). to assist them in developing their 

work skills in suitable trades by means of 

formal or non-formal training methods; 

 

d). to assist in obtaining essential 

rehabilitation aids with a view to enhancing 

their work capacities;  

 

e). to develop community awareness 

and response for rehabilitation programmes 

and to promote rehabilitation services; and  

 

f). to up-date the rehabilitation 

techniques/services for the Persons with 

Disabilities by undertaking surveys and 

research studies or by assisting 

individuals/organizations in such 

programmes.   

 

16.26 (a) Each NCSC  for DA has an 

Evaluation Division and a Referral Division.  

The Evaluation Division have a Work 

Evaluation workshop where physically 

handicapped persons referred to by the 

Referral division are evaluated under the 

close supervision of the workshop staff and 

the psychologist to determine their 

vocational potentialities.  This evaluation 

enables the Referral Division to draw up a 

rehabilitation plan for the individual. 

 

(b) The NCSCs for DA have been 

granted co-sponsoring powers against 

reserved vacancies in Group C and D 

posts/services in the Central government 

offices/undertakings.  It has been decided by 

the Government of India that a copy of the 

requisitions sent to Employment 

Exchanges/Special Employment Exchange 

by appointing authorities shall be 

simultaneously endorsed to the nearest 

National Career Service Centres for 

Differently Abled d for nominating suitable 

Persons with Disabilities against such 

vacancies.  

 

(c) These Centres also impart 

adjustment training to such of the physically 

handicapped persons who are trained or are 

being considered for appointment.  Efforts 

are made at the Centres to stimulate real 

conditions which the individual is likely to 

experience on the job or training.  The 

adjustment training also serves as a means 

of inculcating good work habits and 

attitudes. 

 

(d) During the period of evaluation and 

adjustment training, the individuals may stay 

in the hostel attached to these Centres which 

provides free lodging and boarding at a 

nominal rate to those admitted therein.  The 

clients are paid stipend during the period of 

rehabilitation.  
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National Career Service Centres for SC and 

ST (earlier known as Coaching-cum-

Guidance Centres for Scheduled Castes 

and Scheduled Tribes) 

   

16.27 Coaching-cum-Guidance Centres for 

Scheduled Castes and Scheduled Tribes 

have been set up in a few places selected on 

the basis of the high incidence of Scheduled 

Caste/Scheduled Tribe population, job 

openings available in the area and the 

number of such candidates seeking jobs 

through the exchanges.  At these Centres 

guidance and pre-employment orientation is 

provided to Scheduled Caste/Scheduled 

Tribe candidates.  Their main objectives 

are:- 

 

(i) to channelise the available educated 

SC/ST manpower into appropriate 

vocations;  

 

(ii) to increase their employability 

through coaching/training; 

 

(iii) to provide them vocational guidance 

and career information at the appropriate 

states; and  

(iv) to perform watch-dog functions in 

the matter of filling up of vacancies/training 

seats reserved for Scheduled Castes/Tribes 

candidates in Central/State/Quasi-

government establishments and training 

institutions in the area.  

 

National Institute For    Career 

Service (NICS) {earlier known as  

Central Institute for Employment Research 

& Training} 

16.28 The NICS is responsible for 

imparting professional in service training to 

the officers of the Employment Service .  It 

conducts various training programmes for 

the officers of the employment service to 

increase their working efficiency and 

improve the performance of employment 

service. The training programmes which are 

conducted by the NICS include:  Integrated 

Training Course; Refresher Training Course;    

Short Duration Condensed Courses and 

Specialised Courses in particular areas such 

as  Vocational Guidance, Labour Market      

Information, Self-Employment etc. The  

State Directorate of Employment can make a 

plan for training of their Officers at NICS 

and sponsor their names from time to time 

for the training courses suitable to them.  

NICS  is also responsible for conducting 

research in the fields of  organizational, 

operational and procedural matters  

pertaining to  employment service.  The 

State Director of Employment may identify 

the problems/ areas of research and refer  the 

same to NICS,  if they feel necessary.   In 

addition  the Career Study Centre of the 

Institute is responsible for preparation and 

publication of   Career Literature and other 

Occupational Information material.  Further 

details  have been covered in para 16.13 . 

 

 

   

Use of Technology and  Modern 

Techniques 
 

16.29   We are living in a world driven by 

technology. The advancement of technology 

has played an important role in the 

development of human civilization, along 

with cultural changes. Technology provides 

innovative ways of doing work through 

various smart and innovative means. It helps 

faster delivery of services.  

National Employment Service is also 

endeavouring to leverage technology in its 

facilities and services to collect, receive and 

disseminate information on all aspects. It 

has helped freeing staff from routine tasks 

and  enabled them to focus on more 

specialized functions, such as working with 

targeted beneficiaries and undeserved 
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groups.. When appropriate strategies for 

outreach are in place and in-person support 

is maintained, new technology has the 

potential to enhance delivery of employment 

services to populations disadvantaged in 

their access to digital technology. Intense 

use of web-based technology is necessary to 

deliver services. 

The technology had been instrumental in 

boosting performance and expanding service 

coverage. Instilling transparency via the use 

of technology is  more important for public 

employment services. Balanced technology 

adoption with internal process 

improvements and new ways of working can 

help to  adapt quickly during the pandemic 

like situations. It is expected that advanced 

technologies will be widespread in the next 

decade, and help  National  Employment 

Services to enter  into the next wave of 

government services digitalization, mainly 

driven by data analytics. 

All efforts should be made to make use of 

technology in all activities and services of 

the Employment Exchanges/Career Centres.  

As far as possible online facilities should be 

made available to job-seekers, employers 

and other stakeholders.  Apart from online 

registration, renewal, etc of job-seekers, 

system for receipt of vacancies, preparing 

selection list, making submission, receipt of 

returns from employers, rendering of 

statistical returns online should be 

developed. For ensuring smooth working of 

online services, availability of proper 

infrastructure, power back up, availability of 

internet, data security, etc should also be 

simultaneously taken care of. 

 

 

140



Chapter-XVII /Part.I/Vol.I/NESM 2022 

 

 

 

Responsibility for Inspection and 

Evaluation  

  

17.1 A periodic examination of the work 

of the Employment Exchanges has to be 

undertaken with two main objectives:- 

 

(a) to ensure that agreed policies and 

procedures are being implemented, 

standards maintained and programmes 

followed; and  

 

(b) to assess the effectiveness of the 

work of the Exchanges with a view to taking 

appropriate action to bring about necessary 

improvements.  

 

17.2 In so far as (a) above is concerned, it 

is the responsibility of the Central 

Government to ensure uniformity of national 

standards and implementation of agreed 

policies and procedures in collaboration 

with the State Governments.  The Officers 

of the Central Headquarters and the State 

Government concerned will, therefore, 

jointly undertake technical evaluation of the 

Employment Exchanges in each State and 

prepare joint reports.  

 

17.3 The responsibility for detailed and 

comprehensive inspection of Employment 

Exchanges/ Career Centres, with a view to 

achieving the objective at (b) above is that 

of the State Government with whom the 

day-to-day administration of the Exchanges 

rests.  Detailed instructions regarding 

inspection will, therefore be issued by the 

State Governments.  However, some 

guidance points of a general nature which 

could form the basis of such instructions, is 

provided in the following paragraphs. 

 

 

 

 

 

Inspection-Guidance Points 

 

 

17.4 (a) Purpose of Inspection - The 

purpose of inspection of Employment 

Exchanges should be to maintain a high 

level of efficiency and proper development 

of the Service.  Inspection should, inter alia 

seek to achieve:- 

 

(i) a high standard of service to the 

public; 

 

(ii) the proper use of procedure; 

 

(iii) the elimination of ‘red-tape’ and 

practices which might delay prompt 

assistance to applicants and 

employers; 

 

(iv) an increase in output of the staff and 

the development of initiative; and  

 

(v) to evaluate experimental procedures, 

if any, obtained at Exchanges and to 

suggest new procedures, if 

considered necessary.  

 

(b) Principles and Precepts:- 

Inspecting Officers should endeavour 

constantly to keep in mind the following 

principles and precepts and bring them, 

when necessary to the notice of all 

concerned:- 

 

(i) that the reputation of the 

Employment Service for the integrity 

and impartiality is of paramount 

importance.  Any action by members 

of staff or the adoption of practices 

or procedural methods which 

endanger this reputation must be 

eliminated; 
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(ii) that procedural and organizational 

weakness which might affect the 

service rendered to the public must 

be removed as speedily as possible; 

 

(iii) that each Exchange should be 

conscious of the need for sustaining 

the prestige of the Service as a whole 

by maintaining a high standard of 

efficiency and promptitude; 

 

(iv) that each member of the staff should 

be conscious of the fact that he is a 

public servant and he should render 

courteous, sympathetic and prompt 

service to employers and 

employment seekers irrespective of 

the status; 

 

(v) that all members of the staff, 

particularly senior officers upon 

whom rests the responsibility for the 

proper development of the Service, 

should be continuously studying 

literature on manpower planning, 

employment, unemployment and 

labour force for keeping abreast of 

national and international 

developments; 

 

(vi) that Employment Officers 

intelligently interpret, according to 

local conditions the policies and 

procedures laid known by 

government; and  

 

(vii) that the morale of the staff is kept at 

a high level and that members of 

staff cooperate with each other and 

always subordinate their personal 

interests and feelings to their duty to 

the public.  

 

Role of Inspecting Officers 

  

17.5 The role of an inspecting officer 

should be that of a friend, philosopher and 

guide seeking to assist the Employment 

officers in solving their problems.  Their 

work should not end by ensuing routine 

compliance of current instructions.  

Examination and assessment should be 

undertaken with a view to finding out 

whether the Employment Exchange as a 

whole is functioning properly and efficiently 

as a unit in the National Employment 

Service.  The object of inspection should not 

be fault-finding.  On the other hand, it 

should be one of offering constructive 

criticism.  It is important that intelligent and 

useful deviations from prescribed procedure 

should be applauded if such deviations help 

in achieving better results without 

sacrificing fundamental principles.  Based 

on such experience, Inspecting officers must 

suggest improvements in existing procedure.  

Credit should be given to officers and staff 

who show imagination and initiative.  

Ignorance of procedure or willful disregard 

of instructions should be brought to the 

notice of the Employment Officer.  While 

suggesting remedial measures, opportunity 

should be taken to impart necessary 

guidance and training to the members of the 

staff.  

 

Type and periodicity of Inspections 

  

17.6 (a) General Inspections - These 

may be undertaken by officers of the State 

Directorate who have been specially vested 

with this responsibility by the State Director.  

The periodicity of these inspections may be 

decided by the state Director.  It is, however, 

recommended that each Employment 

Exchange/Career Centre may be subjected 

to general inspection at least once in six 

months and should be visited by the State 

Director personally atleast once a year.  
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(b) Seminar of Employment Officers - 

At the end of each inspection, a Seminar 

may be held in which the Employment 

Officers should participate to discuss the 

findings and offer suggestions for 

improvements.  Important points discussed 

at the Seminar may find a place in the 

inspection report and may be given wider 

circulation at the discretion of the State 

Director.  

 

(c) Ad-hoc/Surprise Inspections - 

Inspection of these types may also be 

undertaken by officers of the State 

Directorate under specific instructions from 

the State Director.  

 

(d) Internal Inspections – 

 

(i) Employment Officers-in-charge of 

Exchanges should inspect at least 

once a quarter, their lower formation 

(Town Employment Exchanges, Sub 

Offices etc.), if any, under their 

administrative control.  These 

inspections should be on the lines of 

general inspection of Exchanges. 

  

(ii) Monthly internal inspection of the 

Exchange by the Employment 

Officer-in-charge is recommended.  

In bigger Exchanges, where work 

has been sectionalized and where 

there are more Employment Officers 

than one in post, the working of 

each section of the Exchange should 

be inspected monthly by the Officer-

in-charge of the section.  

 

(iii) The Employment Officer-in-Charge 

of the Exchange may also be 

advised to conduct weekly test 

checks of important items of work 

of the Exchange, particularly work 

relating to registrations, vacancies 

and submissions.  When conducting 

such test checks, it is recommended 

that not less than 10 per cent of the 

work done on the day of inspection 

may be scrutinised except the 

registration work in which a 

maximum of 10 Index Cards should 

be examined. 

 

(iv) A record of internal inspections may 

be maintained by the  Employment 

Officer incharge of an exchange  or  

section of an Exchange.  

Observations made during test 

checks may also be recorded in this 

book register. The form in which the 

book register should be maintained 

is given in Volume II, Appendix 1 

(20). 

 

Inspection Reports 

 

17.7 Inspection reports should ordinarily 

be in two parts, the first part dealing with 

policies and procedures and the second part 

with matters relating to administration and 

accounts.  The State Director may endorse a 

copy of the first part of the report to the 

Directorate General of Employment  if any 

action is called for.  Reports relating to 

inspections, it is suggested, should be 

submitted to the State Director within three 

days of the date of completion of the 

inspection.  

 

Items to be Scrutinised during General 

Inspections  

 

17.8 (a) The major items connected 

with the functional working of the Exchange 

(first part of the Inspection report) 

recommended for scrutiny during 

inspections are listed in Volume II, 

Appendix I (21).  Items of work relating to 

Employment Exchange policy and 

procedure have alone been included in this.  

Items relating to matters connected with 
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administration and accounts will be 

prescribed by the State Director.  

 

(b) In the initial stages of inspection, 

note sheets may be used as working sheets 

according to the sample given in Volume II, 

Appendix I (22).  After the observations of 

the Employment Officer have been made on 

the note sheets, the weaknesses should be 

discussed with the Employment Officer and 

remedial action suggested.   

  

17.9 Action on Inspection Report- On 

receipt of an inspection report, the 

Employment Officer should, within four 

weeks, report his compliance in the 

following form to the State Director.  

  

Item 

(description) 

 

Action 

taken 

Reason, if no 

action was 

taken 

1 2 3 

   

 

 The State Director should examine 

the compliance report with a view to take 

further action, if considered necessary. 

 

Technical Evaluation 

 

17.10 (a) The responsibility for periodical 

evaluation of operating practices and 

procedures, organisational structure, 

supervisory methods and effectiveness of 

the various programmes of the Service is 

that of the Union government.  Technical 

evaluation by the Central Headquarters has, 

therefore, to be conducted with a view to 

ensuring that agreed policies and procedures 

are observed, uniform national standards are 

maintained and programmes are followed.  

In brief, the evaluation will provide a 

general view of the working of the 

Employment Service in the State. 

 

(b) The Evaluation is to be conducted 

jointly by a senior officer of the Central 

headquarters and an officer nominated by 

the State Director.  Visits to Exchanges by 

officers of the Central Headquarters and the 

dates of discussions with the officers of the 

State Directorate should be pre-arranged so 

as to provide a cross-section of the 

Employment Service in the State as 

exhibited in the working of the large, 

medium as well as small sized Exchanges.  

  

(c) At the close of the visit to the 

Employment Exchanges, the representative 

of the Central Headquarters should held 

discussion with the State Director and 

apprise him of the observations made.  A 

brief note embodying the salient features as 

revealed by the evaluation should be jointly 

prepared by the Officer of the Central 

Headquarters and the one nominated by the 

State Director to be handed over to the State 

Director so that immediate consideration 

could be given to important 

recommendations.  

  

(d) The Central Headquarters should 

evaluate the working of the Employment 

Service in each State at least once a year.  

The joint evaluation report should be 

forwarded by the Government of India to the 

State Government and two copies of the 

report should be endorsed to the State 

Director for initiating action on the 

recommendations.  
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Monthly Narrative Report- General 

Instructions 

18.1 Each Employment Exchange/ Career 

Centre  should submit to  the State Director 

a Monthly Narrative Report which should be 

precise, informative and a true record of the 

activities during the month.  Narrative 

Reports keep the State Directors informed of 

the work done by the Employment 

Exchanges, and are collectively used for the 

preparation of their Monthly progress 

Reports.  They also provide material for 

various reports to government on  the 

working of the National Employment 

Service.  It is, therefore, vital that the 

material given is reliable, balanced and 

comprehensive.  Each report should indicate 

clearly the progress made and the difficulties 

encountered during the month under review.  

Repetition of statistics should be avoided.  

Reports rendered by parent Exchanges 

should cover the activities of subordinate 

offices.  Subordinate offices should prepare 

three copies of their Narrative Reports, one 

for the parent Exchanges, one for the State 

Director and one for their own record.  The 

aim of the report of the parent Exchange 

should be to give an overall cohesive picture 

of the entire area, including the area covered 

by subordinate Exchanges.  

Form in which Narrative Reports should 

be Rendered  

18.2 The report should be rendered in the 

form and manner described below. The 

serial number allotted to each item should be 

given to the corresponding para, in the 

Narrative Report.  If there are no comments 

on any particular item, the words “no 

comments” should be entered.  All reports 

should be self-contained, and expressions  

 

 

such as “see previous report” or “as 

previously reported” etc. should be avoided. 

NARRATIVE REPORT 

I. The Employment Situation in 

General 

 A critical appreciation of the 

employment situation and employment 

trends in the area should be given in this 

para.  Mention should be made of new 

industrial establishments which are being set 

up under various Development Schemes.  

The commencement or termination of 

seasonal activities in local fields of 

employment, and the closing or re-opening 

of any important factory or establishment 

etc. should be mentioned with a comment on 

the probable effect of the event on 

employment.  Local hindrances to normal 

development of the economic life and the 

expansion or maintenance of employment 

opportunities within the area should be 

commented upon e.g. lack of raw materials, 

transport bottlenecks etc.  Before 

mentioning such items, however, careful 

enquiry should be made to ascertain the real 

facts and to distinguish between unfounded 

rumors and reality.  Such situations should 

be discussed, if possible, with those locally 

concerned with a view to making concrete 

suggestions as to how industrial, 

commercial, transportation difficulties, if 

any and other bottlenecks which are 

hindering economic growth and its 

corollary, greater employment, can be 

removed.  When reporting, each  separate 

subject should be given a paragraph of its 
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own and the principles laid down in para 

18.1 above should be kept in mind.  

II. An appreciation of Statistics 

Rendered 

 This para  should be divided into the 

following sub paras:- 

a) Placings. 

b) Registrations. 

c) Vacancies notified. 

d) Submissions 

e) Employers using the Exchange. 

f) Live Register.  

The total number of placings, registrations 

etc., should be compared with figures of the 

previous month and also with those of the 

corresponding month of the previous year 

(these comparative figures may be given in 

an appendix to facilitate easy comparison).  

The reasons for increase or decrease and 

trend relating to each item should be given.  

The explanations offered should be 

objective and based on a critical 

examination.  In addition to the overall 

picture of the Exchange area, a separate 

appreciation in respect of each sub-office (if 

any) should be given against each sub-para 

under this heading.  

III. Shortages and Surpluses of 

Manpower 

 Reports regarding persistent 

shortages of various types of personnel 

existing in the Exchange area should be 

based on known facts capable of being 

substantiated.  The existence of a shortage in 

a specific occupation should be studied and 

reported after taking into consideration:- 

(a) vacancies notified to any appreciable 

extent to the Exchange for which 

suitable applicants could not be found 

although the salary and other conditions 

of service offered were reasonable; and 

(b) vacancies anticipated to arise for which 

applicants are neither available on the 

Live Register nor known to exist in the 

Exchange area. 

 If the report is not based on (a), this 

should be indicated.  Special mention should 

be made of occupations, if any, in which 

shortages have persisted over a period of 

months.  Monthly variations in the position 

should be faithfully reported.  Uncritical 

repetitions and generalizations should be 

strictly avoided.  Similarly, reports 

regarding surpluses of manpower should be 

based on supportable data.  Only those 

occupations in which shortages or surpluses 

have a firm trend and are extensive should 

be mentioned.  Occupations should be 

referred to as indicated by their descriptions 

and not by Occupational Code Numbers. 

IV. Vacancy and Labour Clearing 

 In this para, the efficiency of 

Vacancy and Labour Clearing and any 

special problems encountered and the action 

taken to meet them should be recorded.  

Mere figures are not required, but major 

results and the figures pertaining to 

vacancies filled through circulation and the 

number of local applicants placed against 

circulated vacancies may be given.   

V. Details of Penetration into New 

Fields etc.  
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 Material useful for publicity or 

placings which indicate penetration into new 

fields of work should be recorded.  

VI. Appreciation of Work done for 

special Types of applicants Vacancies. 

a) Professional and executive standard 

applicants, including overseas 

scholars:- In this para, placings in jobs 

carrying a grade pay of Rs.2800/-.( Pay 

level 5 and above as per 7
th

 CPC). and 

above should be mentioned and the exact 

pay stated in each  case.  Details of any 

particular difficulty encountered or any  

other point of interest with regard to this 

category should be given.  

b) Displaced persons:- The report under 

this item should be in two parts:- 

i. Displaced persons (including new 

migrants from erstwhile East Pakistan); 

and 

ii. Repatriates from Burma and Sri Lanka.  

In each part, detailed comments on the 

progress made during the month in their 

resettlement, and difficulties, if any, 

experienced should be given.  It is 

desired to draw attention to major 

fluctuations of figures, all relevant 

figures corresponding to those given in 

E.S. Returns should be quoted and 

analysed. 

c) Discharged government employees:- 

Information should be given under 3 

heads:- 

i. Discharged Central Government 

Employees; 

ii. Discharged State government 

Employees; 

iii. Ex-service personnel. 

 The progress made in their 

employment and the difficulties 

experienced, if any, should be given.  

Information in respect of Ex-serviceman 

against unreserved and priority 

vacancies should be given on the basis 

of their secondary Index Cards 

maintained at the Exchange. 

d) The Armed Forces: Information 

regarding recruitment to the Armed forces 

should be given in this para.  Difficulties 

encountered in connection with the 

recruitment of personnel to the Armed 

Forces should also be mentioned.  

e) Women:- All important features such as 

contacts with women’s organizations, 

difficulties in finding employment for 

women and the action taken to overcome 

them should be mentioned.  

f) Scheduled Castes/Tribes/OBC:- The 

progress made in their employment, 

difficulties experienced and the action taken 

to overcome them should be given in this 

para.  The reasons for not submitting 

suitable applicants against reserved 

vacancies should also be mentioned.  

g) Physically handicapped persons:- 

Detailed comments on the progress made 

during the month in the rehabilitation of 

physically handicapped persons, difficulties 

experienced in finding employment to them 

and the action taken to overcome those 

should be mentioned.  

h) Passed-out trainees:- Employment 

officers should report here:- 

 

1) The number of employers contacted and 

institutions visited specifically for the 

purpose of arranging the absorption of 

passed out trainees as apprentices or 

employees with  separate figures for 

each; 

2) the number of seats obtained for 

apprenticeship training alongwith the 

names of the employers, the trades in 

147



Chapter -XVIII/Part.I/Vol.I/NESM/2022 
 

which and the period for which 

apprenticeship arranged and the wages 

or stipends offered by the employers; 

and  

3) difficulties, if any, encountered in 

placing such applicants. 

VII Staff Training 

 A brief account of staff training 

activities conducted during the month 

should be given in this para. 

VIII Inspection 

 Separate mention should be made of 

the various types of inspections and test-

checks,  if any, carried out at the Exchange 

and in subordinate offices, during the month 

and the conclusions recorded. Mention 

should also be made of the General 

Inspection/evaluation, if any, conducted by 

the State Directorate/D.G.E.. 

IX Conference and Meetings 

 Mention should be made of meetings 

of Committees on Employment or other 

committees and of  other resolution passed. 

X Action, if any, taken regard to 

Strike/Lockout Vacancies 

 The name of the establishment in 

which the strike or lockout was declared, the 

date of commencement, whether and when 

directions were received from the 

“Authorised Officer” to consider the 

strike/lockout, legal/illegal or to make 

submission and the dates on which 

submissions were made should be given in 

this para.  The number of strike/lockout 

vacancies notified, filled, cancelled or 

remaining outstanding at the end of the 

month and the number of submissions made 

and placements affected should also be 

reported.  

XI. Publicity/Public Relations 

 Any interesting publicity work 

initiated or carried out and any publicity 

problem encountered should be reported.  

The quantity of publicity material received 

from  D.G.E. or the State Directorate, the 

use to which it has been put and the 

reactions to it should be made known.  

XII Community Development 

Activities 

 Report on work done by R.E.Bx., 

including recruitment in connection with 

Community Development Projects in the 

area.  

XIII Special Reports on the Schemes 

under various programmes. 

(a) Employment Market 

Information Programme:- 

(i) Construction and verification 

of Employers’ Register:-  Details of 

work done in connection with 

construction of the Employers’ 

Register and/or verification of its 

comprehensiveness and difficulties 

experienced should be mentioned 

here.  

(ii) Collection of Employment 

Information:- Report on issue of 

forms, follow-up, percentage of 

response etc. with regard to 

collection of ER-I/ER-II returns.  

(Figures should be furnished 

wherever necessary).  During the 

second and subsequent months of a 

particular quarter, the cumulative 

percentage of response should be 

reported.  Difficulties experienced in 

the collection of returns should also 

be mentioned.  
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(iii) Vacancies revealed and 

action taken on them: - 

Report on vacancies revealed on ER-

I. Returns, shortages reported by employers 

etc. and the action taken on them with 

figures, wherever necessary.  

(b) Vocational Guidance Programme: 

- 

(i) Group guidance Programme: - 

Comment upon increase or decrease 

in the number of applicants covered 

by group guidance, special group 

guidance programmes and 

interesting features of group 

guidance.  

(ii) Individual Guidance Programme:-  

Comment upon increase or decrease 

in the number of applicants receiving 

individual guidance, individual 

information, guidance at the  time of 

registration etc with illustration of 

typical problems and advice given; 

problems of applicants on the Live 

Register whose cases were reviewed 

and action taken also be mentioned.  

 (iii) Placement activity: -  Comment upon 

rise or fall in different types of 

placement activities; interesting 

placements may also be mentioned. 

( iv ) Contact and Co-ordination: -  Report 

on contact with educational 

institutions, employers, voluntary 

organizations etc. ;and difficulties 

experienced; work of the district Co-

ordination Committee should also be 

mentioned.  Programmes conducted 

in collaboration with other agencies 

like Career Exhibition and Career 

Conference should also be 

commented upon.  

XIV Training Admission  

 Report on general efforts made to 

secure and raise training placements in 

public and private institutions and 

difficulties experienced.  

XV Special Reports, if any, as required 

from time to time by the State Director.  

XVI Any other item of Interest  

Summary of the Work done in connection 

with the Employment Exchanges 

(Compulsory Notification of Vacancies) 

Act, 1959. 

18.3 All Employment Exchanges having 

EMI Unit   should render a quarterly 

summary of statistics of the work done in 

connection with the E.Es. (CNV) Act, 1959 

to the State Directorate of the Employment 

in the format placed  at 

AppendixI(1)/EE(CNV)-1.. The State 

Directorate will prepare and issue quarterly 

reports on the Working of E.Es. (CNV) Act, 

1959based on the information collected 

through the quarterly summary of statistics 

of the work done in connection with the Act 

from the exchanges.  However, these reports 

will be issued in respect of the quarters 

ended 30
th

 June, 30
th

 September & 31
st
  of 

December only and outline for these 

quarterly reports is at Appendix 

I(1)/EE(CNV)-1..In lieu  of the quarterly 

report for the period  ended 31
st
 March, all 

the State Directorates will prepare and issue  

an annual review on the  Working of E.Es. 

(CNV) Act, 1959 and outline for the Annual 

Review  is at Appendix I(1)/EE(CNV)-2   

Based on the annual reviews received  from 

the States/UTs the DGE will bring out an 

Annual Review on enforcement of the 

EE(CNV) Act, 1959 at the National level. 
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Statistical Returns – General 

18.4 (a) It is through released 

statistical information that the work of the 

National Employment Service is, to a large 

extent, judged by the public.  It is, therefore, 

essential that all returns should be accurate 

and neatly rendered.  All returns should be 

submitted by the due date so that 

compilation work may not be delayed at 

higher levels.  The senior most officer in 

post will be personally responsible for the 

timely submission of all reports and returns.  

(b) All returns have been so designed 

that Employment Officers can check the 

accuracy of the information given.  These 

checks (given on the statistical forms) 

should invariably be applied before dispatch 

to avoid errors. 

(c) While compilation of the returns 

may be done at lower levels, the senior most 

officer in post will be personally responsible 

for their accuracy and will, therefore, 

himself carry out all the necessary tests – 

checks.  

Various Returns – Instructions for 

Compiling  

 

18.5 The sources of information, methods, 

of compilation etc. for the various returns 

are briefly given below:- 

E.S. 1: Registration Placements, 

submission, Live Register, Vacancies 

Notified and Filled etc. in respect of all 

categories, women, SC/ST, OBC, minority 

communities 

Sources: 

Col. 3: Col 7 of ES 1 of the previous month 

Col 4: Register of Index Cards received on 

Transfer and X-63 

Col 5: Live Order Register (LOR) and Dead 

Order Register (DOR) for the month  

Col 6: X-56 and Register of transferred 

Index Cards  

Col 7: Live Register 

Col 8: L.O.R. and D.O.R. for the month  

Col 9: X-64 

Col 10: L.O.R. and D.O.R. for the month  

 

E.S. 2: Educated applicants (All 

categories, women, SC/ST, OBC) 

registered, placed by educational 

level and number on Live Register 

by Age and Educational level 

Sources: 

Registration: X-63 

Placement: L.O.R. and D.O.R. for the month 

LR: Live Register 

 

E.S. 3: Vacancies notified, filled, 

cancelled, outstanding and number on 

Live Register by gender and NCO in 

respect of Total, Women, SC, ST, OBC 

and PWD applicants 

Sources: 

Col. 3 to 8:  Live Register of previous month 

 Col.  9 to 14:  X-64 

 Col. 15 to 32: L.O.R. and D.O.R. 

  

E.S. 4: Trade-wise distribution of Ex-ITI 

trainees and full term apprentices 

registered, placed and L.R. by NCO 

Sources:  

Running record of craftsmen holding 

National Trade Certificate/National 

apprenticeship certificate, registered 

at Employment Exchange.  

 

E.S. 5:  Registration, Placements, Live 

Register, Reserved Vacancies, Notified, 

Filled, Cancelled and Outstanding etc. in 

respect of Person with Disability 

applicants 

Sources:  
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Item 1: Item 5 of previous month  return 

Item 2: X –63 

Item 3: L.O.R. and D.O.R. 

Item 4: X-56 

Item 5: Live Register 

Item 6: L.O.R. and D.O.R. for the month 

Item 7: Item 9 of previous month return 

Item 8: X –64, L.O.R. and D.O.R.  

Item 9: L.O.R 

.  

E.S. 6 Vacancies notified, filled, 

cancelled and outstanding, 

etc by Sectors. 

Sources:       Column 3 to 27: X-64, L.O.R. 

and D.O.R 

E.S. 7 E.S. 7 Promotion of Self 

Employment in rural and 

urban areas (Half Yearly). 

Sources: A. Rural 

 Item 1 : Item 5 of E.S 2.7 of 

the previous Half Yearly, 

return.  

 Item  2:  X –63. 

 Item 3: Live Order Register 

and Dead order register for 

the Half Year. 

 Item 4 : X –57. 

 Item 5: L.R. 

 Item 6 :L.O.R. and D.O.R. 

for the Half Year. 

 Item 7 : Information to be 

maintained. 

 B. URBAN 

 Item 1 : Items 5 of E.S 2.7 of 

the previous Half Yearly 

return. 

 Item 2 : X –63. 

 Item 3: Live order Register 

and Dead Order Register for 

the Half Year. 

 Item 4 : X –57.  

 Item 5 : L.R. 

 Item 6 :L.O.R. and D.O.R. 

for the Half Year. 

 Item 7 – Information to be 

maintained.   

E.S. 8 Work done in respect of 

Vocational Guidance and 

Employment Counselling 

programme category-wise 

(Total all category, SC, ST, 

OBC, PH/PwD & Women) 

(Quarterly) 

Sources: Item 1:  V.G. 63 

 Item 2:  V.G. 68 

 Item 3:  V.G. 64 

 Item 5 & 6 :  V.G. 66 

 Item 8: Visitors book 

maintained in the Career 

Information Room. 

 Items 9 & 10:  V.G. 67 

 Items 11:     V.G. 1 

 Items 7: V.G. 66 

 Items 12 & 13: Contact diary 

maintained by the Officer.  
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Despatch of Returns 

18.7 (a) The name of the Exchange and 

period covered should be prominently 

entered on each return (including nil 

returns).  One copy of the return should be 

despatched to the D.G.E. (Statistical 

Section), one copy to the State Directorate 

and one copy retained for office use.  Sub-

offices should forward one copy of each 

return to the parent Exchange also. 

 (b)  It is imperative that the returns 

should be rendered by the Exchanges on 

the due dates.  A time-table of the returns is 

given in Volume II, Appendix I (23). 

Note-1: As per DoPT O.M No.F. 

No.39028/02/2016- Estt (B) dated 20
th

 April, 2020, 

the transgender has to be included a separate 

category in gender classification. 
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Note-2:  System for online submission  & 

receipt of Returns will be 

developed by DGE, Ministry of Labour & 

Employment, Government of India as well 

as respective State Governments.  Till such 

system becomes functional,  the reports & 

returns may be submitted by post/through 

email, etc as per resources available.  

The  procedure for  system  of   online  
submission  & receipt  of Statistical Returns  
is mentioned in Part VI of Volume-I .

 Note:  Specimen  copies  of  all  these 
Statititical  Returns  may  be  seen  at 
AppendixI(1) of Vol.II
 Nil Returns 

18.6  If no figures are to be given 

in respect of any of the returns, a separate 

NIL  Return should be rendered in lieu of 

each such return. 
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short supply.  This is essential in order to 

decide what type of vocational training 

courses are to be provided.  Secondly, to 

provide information which is needed to 

improve and add to the services offered by 

the Employment Service ( such as giving 

advice about employment prospects to those 

leaving schools and colleges and details 

about employment opportunities to persons 

seeking work).  Employers too will be able 

to call on the Employment Service for more 

reliable information about the employment 

market in an area.  Thirdly, to provide a 

method by which to measure continuously 

changes in the level of employment in an 

Employment Exchange area or other areas 

constituting a specific employment market.  

The data are also needed to watch the 

progress of the Five Year Plans in creating 

more employment.  The information is also 

required for other planning and 

administrative purpose both at State and 

National levels. 

 

1.4   The employment Exchanges are 

called upon to play a greater and more 

important role in the study of the 

employment markets of the country.  The 

term   ‘ employment market’ is used to refer 

to an area having a concentration of 

economic activity for which the labour force 

is habitually drawn from persons living in 

the area.  Since the unit of analysis is a local 

area, the Employment Service comprising of 

a network of  Employment Exchanges is in a

 unique position to analyse local 

employment market situation.  By virtue of 

their being in close contact with the 

employers in the area, Employment 

Exchanges are in an advantageous position 

to collect the required information from 

them which is to be studied in conjunction 

with the information gleaned from the day-

to-day operations at the Exchange.  For the 

above reasons, they can make a more 

 1.1 Employment Exchanges/ Career Centres 
are responsible for collecting regularly 

information about employment in the Private 

Sector as well as in the Public Sector.  This 

is being done by what is known 

as ‘establishment reporting’ system.  Under 

this system, all establishments in the Public 

Sector and selected establishments in the 

Private Sector engaged in non-agricultural 

activities are required to furnish regularly 

details about the number of persons they are 

employing, vacancies that have occurred 

therein and the type of persons they find to 

be in short supply.  The information is 

collected from all establishments in Public 

Sector and those employing 25 or more 

persons in the Private Sector under the 

provisions of the Employment Exchanges     

(Compulsory Notification of Vacancies)Act, 

1959 which has made it obligatory on them 

to render to the local Employment Exchange  

employment and Occupational returns 

prescribed under the Employment 

Exchanges ( Compulsory Notification of 

Vacancies) Rules, 1960.  Information from 

smaller establishments employing 10-24 

persons in the Private Sector is, however, 

collected on voluntary basis. 

 

1.2   As employment information is 
collected on an ‘establishment reporting 

system’ the information relates only to 

employers and employees but not to 

independent workers or unpaid family 

workers.  Employers include owners, 

proprietors, managers, working partners or 

directors of firms who work full-time for the 

firm.  Employees include piece-rated 

workers but not part-time workers. 

 

1.3 The purpose in obtaining the 
information from employers is three-fold.  

First to give Employment Officers more 

facts to enable them to decide more 

accurately the type of personnel who are in  
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of the data and reporting on area basis are 

done at this level.  A copy of the tabulated 

data is sent to the SEMI Unit also.  ( 

Occupational returns are however, provided 

to the SEMI Unit after local scrutiny has 

been done at the Exchanges). 

 

( ii)     At the SEMI Unit, where 

examination and study of the tabulated data 

and reports received from the Exchanges are 

made and State-wise reports prepared.  

Consolidated data for the State as a whole 

are also forwarded by the SEMI Unit to the 

national headquarters ( DGE).  The 

employment coverage as well as other 

technical aspects of the programme are also 

examined by the SEMI Unit.  The 

Occupational returns received from the 

Exchanges are forwarded to the DGE, after 

necessary scrutiny. 

 

( iii)  At the DGE, where State-wise 

tabulations received from SEMI Units are 

consolidated and examined and all India 

reports prepared, tabulation of information 

contained in the occupational returns as is 

necessary is undertaken.  All India 

Occupational-cum-Educational report is 

prepared at the DGE. 

 

1.7   The need for regular flow of 

employment information cannot be over-

emphasized particularly when a major 

problem of unemployment and imbalances 

of labour supply and demand have to be 

tackled from various angles.  The 

Employment Market Information  can be put 

to various uses.  The uses are broadly, two-

fold; internal uses within the Employment 

Service, and external uses outside the 

Employment Service. 

 

( a ) INTERNAL USES: 

 

In placement to obtain knowledge of 

vacancies and the pattern of employment in 
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qualitative analysis of the employment 

market situation. The success of this 

programme depends very much on the 

energy, persistence and intelligence with 

which this work is carried out at the 

Employment Exchanges level.  It is essential 

too for the information gathered to be fully 

used by the Employment Officers in their 

day-to-day work.  These procedures will be 

an integral part of the overall Employment 

Exchange procedure. 

 

1.5   The State Employment Market 

Information ( SEMI ) Unit  set up at each 

State headquarters are responsible for the 

development of the programme in the State.  

They ensure that the objectives of the 

scheme are achieved and that full use is 

made of the  data collected.  The functions 

of the SEMI Unit include the establishment 

and maintenance of supplementary 

procedures for the collection of employment 

information agreed to by the Central and 

State Governments; establishment of close 

liaison and working arrangements with all 

other agencies in the State concerned with 

manpower planning, employment and 

unemployment; presenting the manpower 

and employment point of view to all 

departments of the State Government 

concerned with planning and development; 

supervision of the collection of employment 

data by Employment Exchanges; scrutiny of 

the area reports published by Exchanges and 

preparation of material for, publication at 

the State level. 

 

1.6    The programme is organised and 

developed at the three levels:-  

 

( i )   At employment exchanges, where 

issue of questionnaires and collection of 

returns from employers/ establishments in 

the Private and Public Sectors are done.  

Local scrutiny of returns received and  their 

tabulation as also analysis and interpretation 
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different industries to promote contact with 

employers with a view to meeting their 

manpower requirements and to assess the 

absorption of applicants seeking work; 

 

(1) In evaluating the extent to which the 

Employment Exchange operations are 

influencing the employment market ( viz. 

Degree of penetration in employment 

market ); 

 

(2) In identifying and classifying 

employment market areas; and  

 

(3) In matters relating to organisation 

and management of the Employment 

Service ( viz. Staffing , location of 

Exchanges etc.) 

 

( b ) EXTERNAL USES:  

 

 

(1) In Economic Development: To make 

an assessment of manpower requirements of 

professional, technical, scientific and skilled 

workers, and the employment opportunities 

likely to be generated as well as the progress 

made in creating employment opportunities, 

and reducing the incidence of 

unemployment; 

 

(2) In Vocational Guidance:  The 

information is valuable for educational 

authorities in providing young persons with 

information about employment opportunities 

and careers over a wide range of 

occupations and industries; 

 

(3) In Vocational Training: Employment 

Market data are of use for training 

authorities  in planning training programmes 

according to present and future needs; 

 

(4) In fields such as labour welfare, 

industrial relations, social security, etc.  In 

these fields knowledge of employment, 

unemployment, size of labour force, etc., is 

necessary for planning various welfare 

programmes; 

 

(5) Other miscellaneous uses: Such as in 

calculation of national income, town 

planning etc. 

 

 

Note: The relevant provisions of 

EE(CNV) Act, 1959 with  suitable 

changes as per the requirements of 

present day,  have been subsumed in  

the Code on Social Security 2020, 

and draft Rules namely Code on 

Social Security (Central) Rules, 2020 

were published by the Ministry of 

Labour & Employment, Govt of 

India New Delhi, on 13th November, 

2020 vide G.S.R. 713 (E) inviting 

objections and suggestions, if any, 

from the stakeholders. 

 

However,  the said 
Provisions of the Code and 
Rules are yet to be 

implemented. Till the 
notification of 
implementation of it, the 

exiting procedure 
mentioned as per  EE(CNV)  
Act, 1959 and Rules made there 

under, shall continue and there 

shall be no change in the existing 

threshold limit for private sector 

establishments.  
 

 A copy of the Code on Social 

Security 2020, and draft Rules 

namely Code on Social Security 

(Central) Rules, 2020 have been 

provided at  Appendix I(4), 
Volume-III of NESM 2022 

only for information of all 
concerned. 

 

156



 Chapter- II/ Part.II/ Vol.I/NESM/2022 

 

 

 

GENERAL FEATURES OF THE 

REGISTER 

 

2.1  A comprehensive frame of 

employers, from whom information has to 

be collected is a pre-requisite of E.M.I. 

enquiries.  The first step in the programme 

for collection of Employment Market 

Information is, therefore, to construct a 

comprehensive register of employers both in 

the public and private sectors in the 

Exchange area from whom information has 

to be called for. 

 

(a) PUBLIC SECTOR 

 

(i) In the Public Sector, employment 

information is obtained from all 

Central and State Government 

establishments, Quasi Government 

establishments ( both under Central 

and State Governments) and  Local 

Bodies.  Initially, a list of all 

establishments should be prepared 

separately for each division of the 

public sector i.e. Central 

Government, State Government, 

Quasi-Government and Local Bodies 

which should be further examined to 

decide the unit of formation from 

which it will be convenient to collect 

the information.  In regard to Central 

and State Government, it will be 

convenient to prepare the list of 

establishments under various 

departments.  The level at which the 

information is to be obtained 

depends upon the instructions issued 

by the various authorities to their 

subordinate offices and to the 

convenience of the employing 

authorities to render the required 

information.  After deciding the 

employing establishments which 

should be addressed, EM-1 

envelopes   { see Vol. II, Appendix 1 

(3)} should be prepared for each of 

the establishments, which taken 

together constitute the Employer‘s 

Register, Exchanges are required to 

ensure that the Employer‘s Register 

is comprehensive.  The completeness 

of the Employers‘ Register depends 

not only on the list of departments/ 

Offices included in it but also on the 

inclusion of information in the 

returns relating to all subordinate 

formations.  Thus there should be no 

uncertainty about the level at which 

information is to be collected by 

different Exchanges in the same 

State.  The following action should 

be taken in this regard. 

 

(ii) At the SEMI Unit – Organizational 

charts should be prepared separately 

for each department. Such charts 

should be cyclostyled and copies of 

the State wise set up of the 

departments should be sent to all 

Exchanges, indicating clearly the 

office which should be approached 

by the Exchanges for information.  It 

should also be indicated as to which 

of the subordinate offices are 

included in the consolidated returns 

to be obtained from that office so 

that there may not be any duplication 

or omission. 

 

(iii) At the Employment Exchange – If 

a headquarters office rendering a 

single return is required to include 

the staff employed in its several 

subordinate offices, the same should 

be indicated clearly on (i)  the 

organizational chart of the 

department concerned,  (ii) the 

E.M.I. envelope of the head office, 

and (iii) the questionnaires when 

CHAPTER-II 
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they are sent to the employers for 

completion, every time. 

 

(iv) In some cases, it may happen that the 

return rendered by a headquarters 

office is inclusive of staff employed 

in all or some of the subordinate 

offices located in an area served by 

another Employment Exchange i.e. 

other than that serving the 

headquarters office.  In such cases, 

following action should be taken. 

 

 

(v) At the Exchange which serves the 

headquarters office and where E.M.I. 

envelope is maintained – A note 

should be made on the top of the 

E.M.I. envelope to indicate the 

subordinate establishments in other 

Exchange area(s) which are covered 

by the return rendered, showing also 

the Exchange concerned.  This 

should be recorded on EM-2 [ see 

Vol. II, Appendix 1 (1)] in the 

remarks column as appropriate. 

 

(vi) At Exchange(s) in whose  area the 

subordinate units when are covered 

by the headquarters office are 

located – In regard to subordinate 

units located in the area of the 

exchange which are not required to 

render the returns, as they are 

already covered by the returns 

rendered by their headquarters office 

located in the same or another 

Exchange area, a red ink entry 

should be made on EM-2.  This will 

indicate that an EM-1 envelope is 

prepared for the establishments by 

the local exchange for the reason 

mentioned above.  

 

(b) PRIVATE SECTOR 

 

In the private sector, only employers 

in the non-agricultural sector are covered.  

However, plantations are also included 

within the scope of the programme.  As it 

may not be possible to cover all employers 

with the limited resources available,  only 

those employing 10 or more persons have 

been brought under the purview of the 

programme.  A list should be prepared 

showing separately ( i ) those employing 25 

or more persons  i.e. those covered under the 

Employment Exchanges ( Compulsory 

Notification of Vacancies) Act, 1959 [ see 

Vol. III Appendix-I (1) ] and plantation 

establishments; and (ii)  those employing 

10-24 persons.  EM-1 envelopes will 

invariably be prepared for both categories of 

employers mentioned above.  Information 

will be collected at quarterly intervals from 

establishments at (i) and (ii)  above i.e. 

employing 10 or more persons.  In the 

metropolitan cities of Mumbai and Kolkata 

etc., however, the above rule regarding the 

minimum size of the establishment to be 

included in the Employers‘ Register has 

been modified in view of administrative 

difficulties in covering the large number of 

establishments in these cities.  Suitable 

instructions have been issued separately in 

this behalf. 

 

 

(c) PURPOSE OF EMPLOYERS’ 

REGISTER 

 

The purpose of the Employers‘ 

Register is to provide a master register of all 

employers of consequence in the area and to 

serve as a basic record for sending out 

questionnaires and recording important 

details of employment in the establishment.  

The register is to be reviewed systematically 

in the manner prescribed in para 2.23 to 2.25 

hereinafter every quarter to ensure that it is 

as accurate and comprehensive as possible.  

It should be kept up-to-date by the addition 
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of new firms and public service 

organisations as they open or move into the 

area.  Establishments that close or move out 

of the area should be deleted from register.  

When an establishment is shifted from one 

area to another, the EM-1 envelope relating 

to the establishment should invariably be 

transferred to the appropriate Employment 

Exchange. 

 

Principals To Be Followed In 

Constructing Employer’s Register In The 

Private Sector. 

 

2.2  When carrying out the detailed 

procedures for the construction of the 

register as indicated in the succeeding 

paragraphs, the following principles and 

objectives should be clearly borne in mind 

and used as a guide in setting points of 

doubt that may arise concerning a particular 

establishment:- 

 

( a )  that the register of employers which 

is to be set up is intended to be a 

comprehensive register of all private 

employers who employ 10 ( or other 

specified number ) or more workers in the 

area.  The purpose in setting up such an 

exhaustive register is to ensure that the 

Employment Exchange is aware of the 

establishments in its area and is able to 

collect information from them that will show 

accurately the distribution by industries and 

services as well as by occupations of a large 

proportion of the wage and salary earning 

labour force in its territory. 

 

( b )  that establishments should not be 

asked to submit consolidated information 

relating to a number of their subordinate 

units unless:- 

 

(i) they are not covered by the 

Employment Exchanges                       

(Compulsory Notification of 

Vacancies) Act, 1959 and they are 

likely to do this work as quickly as it 

would be done by each individual 

unit; and 

 

(ii) their subordinate units are all within 

the Exchange area.   

 

Exceptions to this principal of not 

submitting consolidated returns vide ( b ) 

above will be :- 

 

1) Those units in an area which have no 

personnel records and are unable to 

give local staff strength figures.  In 

these cases, it may be necessary to 

ascertain whether the controlling and 

record keeping authority is able to 

give a break-up by Exchange areas.  

In default of this, figures have to be 

accepted which cover staff employed 

in more than one  Exchange area; 

 

2) Certain establishments under the 

control of one authority in an area 

where its subsidiary unit may be 

employing less than 10 ( or other 

specified number ) staff per unit but 

which when put together exceed this 

figure. 

 

( c )  that  each establishment treated as a 

separate employer should be clearly  

classifiable under one and only one of the 

Industrial Classification Code numbers. 

 

( d )  that each establishment treated as a 

separate employing unit can clearly be 

allocated to a new Exchange area should the 

Employment Exchange net-work be 

expanded. 

 

2.3 Similar action as indicated in para   

2.1(a)(v) should be taken in regard to 

establishments whose returns include 

employment in subsidiary units and as 
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indicated in para 2.1(a)(vi) in regard to 

establishments which are not required to 

render returns as their employment data are 

consolidated by the unit at the headquarters. 

 

2.4 Illustrations of how the above 

principles apply to various types of 

employers are given in following 

paragraphs:- 

 

The criterion for determining an 

―employing unit‖ is that it should be an ― 

establishment with a separate legal or 

traditionally accepted identity under the 

control of a single authority at one address‖.  

Branches of the same establishment situated 

at different addresses in an Employment 

Exchange area should be regarded as 

separate employing units.  However, in the 

case of non-Act establishments this principle 

may be relaxed if the controlling 

establishment wishes to render a 

consolidated return in respect of all its 

employing units.  In certain cases, there may 

be  an Exchange area a number of small 

units some or all of which employ less than 

10 persons but controlled by one authority.  

In order not to lose the benefit of data from 

an establishment which in effect provides 

employment to more than 10 persons in an 

Exchange area, it should be advisable to 

identify  the controlling unit and to regard it 

together with its small employing units as 

one establishment.  This is an illustration of 

the exceptions referred to in paragraph 2.2 

(b) above.  Specific examples of the 

treatment to be accorded to concerns in 

Private sector are given below:- 

 

(a) Plantation- Each plantation ( or a 

group of plantation under the same 

management in a district) should be treated 

as one employing unit. 

 

(b) Mines and Quarries- Each mine ( or 

group of mines under the same management 

in a district) should be treated as one 

employing unit.  Similar treatment should be 

accorded to quarries. 

 

 

(c) Manufacturing Establishments-  A 

factory with a godown, accounts and sales 

departments and the administrative office all 

located at the same address, will constitute 

one employing unit.  Where a factory on the 

one hand and the administrative Office and 

sales organisation on the other ( including 

travelling salesmen who work for that 

office) are not located at the same address, 

they should be treated as separate employing 

units unless the management renders 

consolidated  returns. Where there are more 

than one factories located at the same 

address with separate legal or well accepted 

identity each factory should be treated as 

one employing unit. 

 

(d) Private Contractors in Construction. 

– A class I or II contractor on the PWD 

approved list, who has a recognised place of 

business in the Exchange area should be 

regarded as one employing unit, irrespective 

of the number of sites or contracts he is 

working on in that area and whether he is a 

principal or sub-contractor.  Where a 

contractor or a sub-contractor has no 

recognised place of business located in the 

Exchange area, each site or contract on 

which 10 or more persons of all types are 

engaged ( i.e. directly or indirectly paid 

workers both under principal and sub-

contractors) should constitute an employing 

unit under the name of the principal 

contractor.  It may so happen that the 

principal contractor of a site  may not have a 

recognised place of business in the 

Exchange area whereas one of the sub-

contractors working there may already have 

been identified as an employing unit in 

respect of their activities in the whole of 

exchange area. Where such circumstances 
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exist, a site which has necessarily been 

treated as an employing unit under the name 

of the principal contractor should not 

include the establishment of any sub-

contractor who is providing the consolidated 

information for the exchange area.  If at a 

site, the principal contractor is unable to 

give data about the staff of a sub-contractor  

( e.g. electrical or plumbing installation) and 

the sub-contractor is not one who is 

rendering consolidated returns  for the area, 

then that sub-contractor should be treated as 

a separate employing unit in respect of that 

site. 

 

(e) Banks-  Each branch of a bank 

should be treated as a separate employing 

unit, unless the controlling authority of the 

Bank for the Exchange area renders a 

consolidated return in respect of some or all 

of its branches in the Exchange area.  The 

same procedure should be followed in 

respect of Private insurance companies. 

 

 

(f) Trading Establishments- A 

Wholesale trading establishment with a 

subsidiary manufacturing or servicing 

activity at the same address should be 

treated as one employing unit.  The owner of 

a number of petrol pumping stations in an 

Exchange area, each employing less than 10 

persons should be regarded as a single 

employing unit in respect of these 

establishments.  This is an exceptional type 

of case to be included in the register in order 

not to lose the benefit of data about an 

employer whose staff exceeds 10 but is 

scattered in small units throughout the 

Exchange area. 

 

(g) Co-operatives- A private cooperative 

organisation having more than 10 members 

should not be treated as an employing Unit.  

Only when the staff employed in a 

cooperative organisation  is 10 or more, it 

should be considered as an employing unit. 

 

 

(h) Transport-  A transport concern with 

a depot and maintenance workshop at one 

place constitutes one employing unit. 

 

(i) Educational Institutions- An 

institution aided or unaided, employing 10 

or more staff should be treated as one 

employing unit.  If, however, a number of 

schools/colleges each employing less than 

10 persons, but all under one management, 

exist in an Exchange area, they together 

constitute one employing unit. 

 

(j) Medical Establishments- Private 

Hospitals and Nursing Homes employing 10  

or more persons, constitute one employing 

unit. 

 

(k) Cinemas - Each cinema constitute 

one employing unit.  The same principle 

should apply in the case of a number of 

cinemas employing small numbers but under 

one management as in the case of 

educational institutions. 

 

 

(l) Hotels and Restaurants- Each Hotel 

and Restaurant employing 10 or more 

workers constitute one employing unit.  An 

owner of more than one restaurant at several 

addresses in the same locality which 

together employ 10 or more persons should 

constitute one employing unit. [ This is 

another example of the type of scattered 

establishments referred to in para 2.2. (b) 

above]. 

 

(m) Establishments of Foreign 

Governments, International Agencies etc.-

These should not be included in the 

Employers‘ Register .  
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Principles to be followed in constructing 

Employers’ Register in the Public Sector. 

 

2.5 In the public Sector, however, it may 

not always be possible to divide employing 

units in such a way as to avoid overlapping 

between two or more adjacent Exchange 

areas, as the jurisdiction of certain offices 

and establishments particularly under the 

Central Government ( e.g., Railways, Posts 

and Telegraphs) extends over more than one 

Exchange area or might not correspond to 

that of revenue districts.  The following are 

some of the principles governing the 

identification of reporting units and 

collection of information in the public 

sector:-  

 

(a) Central Government Establishments 

-Information should be collected from all 

establishments in the Central Government 

except Indian Missions, Trade Officers, etc., 

abroad.  In certain cases however, it will not 

be possible to collect returns from all 

establishments.  For instance, there may be 

certain establishments who have a number 

of subordinate offices distributed in more 

than one exchange area.  The unit to be 

included  in the Employers‘ register in these 

cases should be determined generally on the 

basis of administrative and practical 

considerations and with reference to the 

instructions issued by the 

Ministries/Departments to their subordinate 

offices.  Specific examples of how Central 

Government establishments should be 

treated are given below:- 

 

(i) Defence Establishments Employing 

Civilians.—An Ordnance Factory or 

Depot located at one address should 

normally be regarded as one 

employing Unit.  A number of 

Ordnance Depots or subsidiary 

Workshops scattered throughout a 

district may be treated as one unit 

only, if they have the same Industrial 

Classification Code number and a 

consolidated return can be readily 

obtained.  A Military Hospital should 

constitute a separate employing unit.  

A Survey Flight I.A.F. should be 

treated as one employing unit.  In 

case of non-static units of the Army ( 

whether or not served by 56 APO or 

99 APO), a consolidated return 

should be obtained from the Station 

headquarters i.e. Station headquarters 

unit will be treated as one employing 

unit for all non-static units in the 

district.  In all the above cases, the 

Exchange Operations should only be 

concerned with the civilian 

employment in the  establishments. 

 

NOTE.—Instructions have  been issued by 

the General Branch, Army Headquarters in 

their letter No. 18765/Org.7ASO Pers ( C ) 

dated the 30
th

 November 1960 that the Army 

establishments should obtain the forms 

direct from the Employment Exchange and 

render the returns prescribed and that the 

Employment Exchange may supply the 

requisite forms direct to the Defence 

establishment in their area. 

 

(ii) Posts and Telegraphs.---  The 

establishments of Superintendent of 

Post Offices, Divisional Engineer ( 

Phones/Telegraphs), Superintendent 

of R.M.S. etc., and others at the 

divisional level should each 

constitute one employing unit. The 

establishments of heads of Circles 

such as Post Master General, General 

Manager of Telephone etc. should be 

regarded as a separate employing 

unit.  Only Exchanges in whose 

jurisdiction the above offices are 

situated, should maintain EM-1 
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envelopes in respect of them in the 

Employers‘ Register. 

 

NOTE:- Instructions have been issued by the 

P&T Department in their letter No. 2-44-58 

(TTS) dated the 25
th

 March, 1958 that the 

authorities at the divisional level ( e.g. 

Superintendent of Post Offices, Divisional 

Engineer, Telegraphs, Superintendent, 

R.M.S. etc.) are required to render returns in 

respect of staff employed under them. 

 

(iii) Establishments under the Central 

Board of Direct Taxes and Central 

Board of Excise and Customs etc. --- 

The establishment of the Assistant 

Commissioner of Income Tax, 

Assistant Collector of Central Excise 

and Customs, etc., should each be 

regarded as an employing unit.  The 

headquarters establishments of the 

Commissioner of Income Tax or 

other heads of Departments, should 

be treated as separate employing 

units.  Only Exchanges in whose 

jurisdiction the above offices are 

situated, should maintain EM-1 

envelopes in respect of them  in the 

Employers‘ Register. 

 

NOTE: - Instructions have been issued by 

the Ministry of Finance  ( Deptt. Of 

Revenue ) vide their  letter No. 10/1/58    

Co-ord (205) dated the 23
rd

 April, 1958 that 

the establishments will render the 

employment returns direct to the local 

Employment Exchanges concerned. 

 

(iv) Defence Accounts.--  The 

establishment under a 

Controller/Joint Controller of 

Defence Accounts should constitute 

one employing unit.  The 

headquarters establishments of the 

Controller General of Defence 

Accounts should be treated as 

separate employing unit. 

 

NOTE—Instructions have been issued by 

the Controller General of Defence Accounts 

in his letter No. 9480/AN/D dated 24
th

 April, 

1963 that the Controller/Joint Controller of 

Defence Accounts will be rendering a 

consolidated return in respect of staff 

employed in their main office as well as in 

various sub-offices under them to the 

Employment Exchanges in whose area the 

main office of Controller/Joint Controller is 

situated. 

 

(v) Railways: -The establishment under 

a Divisional Superintendent or 

District ( Railways) Officer, a 

Railway Workshop Factory/Project 

should each constitute one 

employing unit.  The headquarters 

establishment of the General 

Manager of each railway should be 

treated as a separate employing unit.  

Only Exchanges in whose 

jurisdiction the above offices are 

located  should maintain EM-I 

envelopes in respect of them in the 

Employer‘s Register.  For the sake of 

uniformity, all Railway 

establishments including workshops, 

factories etc. should be allotted the 

same Industrial Classification Code 

number. 

 

NOTE:-  Instructions have been issued by 

the Ministry of Railways ( Railway Board) 

vide their letter No. E(NG)/58/RCI/43 dated 

the 30
th

 April, 1958, that the Railway 

establishments will render the employment 

returns in respect of staff employed in each 

Division/District, workshop, etc. to the local 

Employment Exchange. 
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(vi) C.P.W.D. -- Each individual 

establishment of an Executive 

Engineer or an Assistant Engineer  

(D.D.O.) located in a district should 

be regarded as one employing unit.  

A distinction should be made 

between Roads and Buildings, 

Horticulture and Electrical branches 

where these are under separate 

Executive Engineers or Assistant 

Engineers and separate EM-1 

envelopes should be maintained in 

each case. 

 

(vii) Other Central Government 

Establishments:-  Each establishment 

constitute a separate employing unit 

( unless instructions are issued 

otherwise subsequently) e.g. All  

India Radio Station, Meteorological 

Station etc.  

 

(b) State Government Establishments: -   

Normally in a district small or scattered 

establishments under one Department should 

be regarded as one employing unit, e.g. 

offices under the District Agricultural 

Officer.  However, where a controlling 

office with jurisdiction over more than one 

district is located in an area, such an 

establishment should constitute a separate 

employing unit, e.g., office of the Deputy 

Director of Agriculture, specific examples of 

how state Government establishments 

should be treated are given below:- 

 

(i) Secretariat. – The Secretariat of each 

Deptt. constitutes a separate 

employing unit.  Thus the Secretariat 

of the Home Deptt. should be 

regarded as one employing unit and 

the Secretariat of the Health Deptt. 

should be treated as another 

employing unit and that  of the 

Education Deptt. should be similarly 

dealt with. 

 

(ii) Education: -   The establishment of 

each District Education Officer or 

Inspector of Schools is a separate 

employing unit.  Each College, high 

School or other educational 

institutions under the direct control 

of the State Govt. should be regarded 

as one employing unit.  If, however, 

it is possible to obtain readily 

consolidated information for a group 

of schools from one source, ( e.g. 

basic schools) such establishments 

may be grouped together and treated 

as a single employing unit.  

 

 

(iii) Health: -The  establishment of a 

Medical Officer, Malaria Control 

should be treated as a separate 

employing unit.  Each Hospital 

should constitute a separate 

employing unit, but where a District 

Medical Officer or Civil Surgeon is 

able to provide readily consolidated 

information about employed in 

different Hospitals in the District, 

these establishments may be grouped 

together and treated as single 

employing unit. 

 

(iv) Public Works Department: - The 

establishment of an Executive 

Engineer or an Assistant Engineer 

located in a district should be 

regarded as one employing unit.  A 

distinction should be made between 

(a) Roads and Buildings; (b) 

Irrigation; and (c) Electrical 

branches, where these are under 

separate Executive/ Assistant 

Engineers.  

 

 

(v) Police: - The establishment under a 

Superintendent of Police in the 
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District will form one employing 

unit.  Where there is also an 

establishment of a Deputy Inspector 

General of Police in the same 

District, this constitutes a second 

employing unit. 

 

(vi) Revenue: - The establishment of a 

District Collector or District 

Magistrate or Deputy Commissioner 

constitutes a separate employing 

unit.  Where there is also an 

establishment of a Divisional 

Commissioner in the same district, 

this constitutes a separate unit.  

Sometimes it may also be necessary 

to treat offices at a sub-divisional or 

taluka level as a separate employing 

unit, e.g. Tehsildar‘s Office or sub- 

Treasury Office, depending on the 

administrative set up in a district and 

the convenience in rendering returns. 

 

 

(vii) Co-operatives: - Establishment under 

the control of a District Cooperative 

Officer/ Registrar in a district form 

one employing unit.   

 

(viii) Industries and Commerce: - All 

establishments in a district under the 

administrative control of the Director 

of Industries should be treated as one 

employing unit.  Each individual 

Training School, Industrial Museum 

or Emporium will, however, 

constitute a separate employing unit. 

 

(ix) Judiciary: - Establishments under the 

control of the District Judge should 

be treated as one employing unit. 

 

 ( c )  Municipal Corporation, 

Municipalities, District Board and other 

Local Bodies :- Each Municipal 

Corporation, District Board, Municipality, 

Notified Area Committee, etc., should be 

treated as a separate employing unit.  In the 

case of Corporations and large 

Municipalities, where a large number of 

employees can be separately identified as 

engaged in different activities such as 

administration, education, engineering, 

medical and health operations, sanitation 

and other activities, each such department 

should be treated as a separate employing 

unit and the EM-1 envelopes should be 

allotted the appropriate Industrial 

Classification Code numbers.  But in case of 

smaller Municipalities, it is not necessary to 

identify staff employed in different 

departments and the Municipality should be 

treated as one employing unit.  Schools 

controlled by a local authority ( where staff 

is appointed by and is accountable to that 

local authority, e.g. Municipality/ 

Corporation) need not be regarded as 

separate employing units and can be 

included as part of the education 

department, unless the department decides 

that a particular school be treated as 

individual employing unit.  Similar 

treatment should be accorded to hospitals 

and other medical and health units vis-à-vis 

the Health Department.  In the case of all 

village Panchayats or Panchayat Boards in 

the district, the District Panchayat Officer or 

the concerned administrative authority 

constitutes the employing unit. 

 

( d ) Quasi -Government Organisation:- A 

Quasi Government organisation is defined 

as ―an organisation or a body which is 

controlled by the Government i.e. an 

autonomous organisation whether wholly or 

substantially financed  by Government‖.  

Each unit or units of such establishments in 

a district should be regarded as an 

employing unit.   Examples are:- the base 

headquarters of the Indian Airlines 

Corporation is one employing unit. Similarly 

each ―Station‖ of the ―Corporation‖ is one 
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employing unit.  Establishments of the State 

Bank of India in a district together constitute 

one unit.  The Divisional Office of the Life 

Insurance Corporation constitutes one unit; 

the returns rendered by the Divisional Office 

should include all staff employed in the 

branches/ sub-offices under the Division 

Zonal Office of the Life Insurance 

Corporation constitutes a separate 

employing unit.  Establishments of 

Employees‘ State Insurance Corporation in a 

district constitute one employing unit.  

Similarly establishments of each of the 

nationalised General  Insurance Companies 

in a district constitute one unit. 

 

 

Source From Which The Register Should 

Be Constructed 

 

2.6 The sources of Information from 

which to construct the Employer‘s Register 

often vary between States.  Variations are 

due to the legislations that have been 

enacted and the records and administrative 

methods that have been adopted.  Within a 

State, it should normally be possible for all 

Exchanges to call on similar sources of 

information even though  the records of 

Primary sources may be located at the State 

Headquarters or in another Employment 

Exchange area. 

 

2.7 If the source of primary data is only 

available at the State Headquarters, the 

SEMI Unit should be responsible for 

approaching that source, obtaining details of 

employers and distributing the information 

to the Employment Exchanges concerned. 

 

2.8 There are some sources of 

information which are decentralised to 

several towns in the State.  If the records at 

any of these towns cover employers in more 

than one Exchange area, the Employment 

Exchange serving the  town in which the 

records are located should be responsible for 

collecting details about employers and 

distributing the data to other Employment 

Exchanges.   

 

2.9  There may be some other cases 

where at one source of information there are 

names and addresses covering more than 

one State.  In these circumstances, that 

Employment Exchange in whose area the 

source is located is responsible for collecting 

the names and addresses of the employing 

unit and sending the details of these 

establishments outside its Exchange area 

through its SEMI  Unit.  The SEMI unit is 

responsible for despatching the list to other 

Exchanges or State Directors for 

transmission to the appropriate Employment 

Exchange. 

 

2.10 Where details about establishments 

can only be obtained from the national 

headquarters, the names and addresses of 

employing units should be sent to the SEMI 

unit by the   Directorate General of 

Employment 

 

2.11 The above considerations should be 

borne in mind by Employment Officers, 

while planning the detailed action to 

construct Employer‘s Register for their area. 

 

2.12 The various sources to be used in 

building up the Employer‘s Register are 

given below.  Supplementary instructions 

will be issued by the SEMI Units where it is 

considered necessary to vary or amplify the 

sources or procedure. 

 

PUBLIC SECTOR 

 

 ( a ) Central Government Establishments 

- Establishments under the Central 

Government may be identified on the basis 

of local knowledge.  List of such 

establishments maintained by the District 
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Treasury/Reserve Bank of India/ State Bank 

of India should be obtained and utilised for 

constructing the register. EM-1 envelopes 

should be prepared for employing units in 

accordance with the instructions issued by 

Ministries regarding rendition of 

employment returns.  The DGE may also 

provide through the SEMI unit lists of 

Central Government  establishments in the 

Exchange area, where found necessary. 

 

(b) State Government Establishments.—The 

SEMI Unit may obtain the names and 

addresses of employing units from the State 

Government Departments concerned and 

send the details to each of the Exchanges.  

At the Exchanges, local knowledge should 

be used to ensure that the principles 

enunciated in para 2.5 (b)  are adhered  to in 

its area.  The District Treasury which is 

maintaining a complete list of all offices in 

the district should be consulted as a primary 

source of information.  

 

( c ) Corporations, Municipalities and other 

Local Bodies—The Employment Exchange 

should obtain details  about employing units 

from the Establishment Officer, Municipal 

Commissioner, Executive Officer or the 

Secretary of a Local Body, as appropriate.  

In the Case of Panchayats, the District 

Panchayat Officer should be consulted.  

Care should be taken to get the most 

practicable division by departments in case 

of large establishments.   

 

(d ) Quasi-Government Organisations—The 

Directorate General of Employment and 

Training may collect the addresses of the 

establishments under the administrative 

control of the Central Government 

Ministries and send details to Employment 

Exchanges through the EEMI Unit.  The 

EEMI Unit may be responsible for 

identifying and obtaining the addresses of 

Quasi-Government Organisations under the 

control of the State Government and supply 

the same to the concerned Exchanges. 

 

NOTE:- Employer‘s Register of the public 

sector should be systematically reviewed 

once a quarter and brought up-to-date 

referring to the source from which the 

register was constructed. 

 

 

PRIVATE SECTOR 

  

(e) Establishments registered under the 

Factories Act,1948. 

 

(i) The registers of the Inspector of 

Factories should be used in preparing 

lists of employers. 

 

(ii) Where no decentralised factory 

registers are available, the state 

register of factories should be used. 

 

 

NOTE:- These registers may include some 

establishments in the Public Sector which 

have already been identified through the 

sources referred to in (a) to (d) above.  Care 

should, therefore, be taken to avoid 

duplication. 

 

(f) Establishments Registered under the 

Shops and Establishments Act, Weekly 

Holidays Act, etc. 

 

(i) Local (i.e. Municipal  or Divisional ) 

registers of shops and establishments 

are available in some localities. 

 

(ii) Where no registers or similar records 

are maintained the officers 

responsible for shops inspection        

( e.g. Shop Inspector) should be able 

to provide some details from their 

day-to-day knowledge of the 

localities. 
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NOTE-- The scope of shops and 

establishments legislation vary both as to the 

type of establishments covered, the size of 

the unit and according to location.  Usually, 

establishments of a reasonable size located 

in Corporation and Municipal areas and of 

the following categories, e.g. Shops, Hotels, 

Restaurants, Cinemas, Theatres, Financial, 

Commercial and Transport  concerns are 

identifiable. 

 

(g) Mines—The record of the local Mines 

Inspector or State Mines Department should 

be used. 

 

(h) Plantation—The records of the 

plantation Inspectors or State Labour 

Department should be used. 

 

(i) Construction Contractors. 

 

(ii) The list of Contractors approved for 

PWD, Irrigation Department/MES/ 

Railways contractors should be used.  

Where this is found not to be 

comprehensive or available for a 

locality, the records of the Public 

Works Departments etc. should be 

referred. 

 

(iii) Association of local construction 

contractors should also be referred to 

for details about their members 

likely to be employing 10 or more 

workers. 

 

NOTE.—At present enquiries are confined 

to private contractors engaged on 

Government contract for public construction  

work only.  A list of contractors who are 

currently engaged in public construction 

activities should be obtained in each quarter 

from the Executive Engineer or other 

officers concerned and should be included in 

the Employer‘s Register for the quarter and 

necessary action taken to obtain 

employment returns from them.  EM-1 

envelopes in respect of contractors not 

currently engaged in public construction 

work should be kept separately and should 

be brought back to the Employer‘s Register 

as and when they are engaged on such work.  

Supplementary instructions will be issued by 

the SEMI Units regarding inclusion of 

Contractors engaged in Private construction 

works, if found necessary.   

 

( j) Private Schools.—The records of the 

District Education Officer or the Divisional/ 

District Inspector of Schools should be used 

to prepare a list of Schools etc. in the area.  

 

( k ) Private Medical Institutions.—The 

records of the District Medical Officer or 

Civil Surgeon should be used to prepare a 

list of Hospitals, etc. in the area. 

 

2.12 There are also a number of 

supplementary sources which should be 

used to verify the accuracy of the register 

constructed from the above sources.  

References to these and the methods which 

can be adopted to carry out the checks are 

given below.  These are not necessary 

exhaustive and SEMI Units and Local 

Officers should amplify as much as possible 

from their regional and local knowledge.  

 

(a) Employees‘ State Insurance 

Corporation.—All firms brought within the 

scope of the Employees‘ State Insurance 

Act, 1948, should be included in the 

Employer‘s Register.  A list of firms should 

be obtained by the SEMI Unit from the 

Regional Director of the Corporation and if 

it is found that names on E.S.I.C., list are 

missing from the newly constructed register 

at the Employment Exchange, the following 

should be taken. 

 

(i) Verify that the firm‘s name does not 

in fact appear on the Factory 
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Inspectors Register ( i.e. that it has 

not merely been omitted from the 

extract taken from the register).  It 

may be found, for example, that 

there is just a slight discrepancy only 

in the name of the firm and not in the 

address.  Where, however, it is clear 

that the E.S.I.C. records contain a 

firm that is not in the Factory 

Inspectors Register, the SEMI Unit 

should, in consultation with the 

Chief Inspector of Factories and the 

Regional Director, Employees‘ State 

Insurance Corporation, establish 

whether it is a ‗live concern which 

merits inclusion in Employer‘s 

Register. 

 

(ii) Only in exceptional cases will a firm 

within the scope of the Corporation‘s 

activities be outside the purview of 

the Factories Act, 1948.  This may 

occur in the case of factories using 

power and employing a small 

number of workers within the 

meaning of Section 2(1) of the 

Factories, Act, 1948 ( such firms are 

normally outside the scope of  the 

Factories Act) but whose ancillary 

staff ( i.e. those employees not 

within, the definition of the Factories 

Act;  for example – sales and some 

accounting staff) earning Rs. 400 or 

less per month bring the total staff of 

the concern to 20 or more.  ESIC list 

and the register of Factories occur, 

the assumption until proved false, 

should be that there is an error in the 

records somewhere.  If this cannot be 

found, then the firm is either closed     

(ESIC  not having been informed) or 

it is one of the exceptional cases 

referred to in the preceding 

paragraph, or had failed to register 

under the Factories Act, 1948 at the 

time the extract from the register was 

taken. 

 

(b) Provident Fund Administration—

All establishments covered by the Provident 

Fund Administration should appear in the 

newly constructed register.  A straight 

forward comparison should, therefore, be 

made and discrepancies reconciled in a way 

similar to that in (a) above.  It should be 

noted that where the Provident Act has been 

implemented, it will generally cover firms 

employing 20 or more workers in the 

specified industries.  

 

(c) Register of Joint Stock 

Companies—A good proportion of the 

registered companies should appear in the 

Employer‘s Register.  The SEMI  Unit 

should identify the location of the 

establishments registered  and advice the 

respective Employment Exchanges.  The 

Employment Exchange should ascertain 

whether or not an EM-1 envelope has been 

raised.  If not, it should be determined 

whether or not the registered company is of 

the size that will justify inclusion in the 

Employer‘s Register of the area.  This 

procedure for verification of the register will 

only identify the establishment located at the 

registered office of the joint stock company.  

It will not reveal branches or factories 

located away from the registered office.  In 

some of the large industrial and commercial 

States, it may be necessary to carry out this 

verification over many months in view of 

the large number of establishments 

registered.   

 

(d) Sales Tax Administration---  The 

register of dealers or other records held by 

the Sales Tax Administration should be 

examined with a view to selecting a small 

sample of dealers ( about five per cent ) to 

be used as a check against the Employer‘s 

Register.  The sample should be 
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representative of  the geographical area and 

each branch of economic activity.  Although 

the administration will usually be 

decentralised, it will be necessary for the 

SEMI  Unit to arrange the precise methods 

to be followed in carrying out this check.  

The general procedure for verifying the 

register should be as follows:- If no EM-1 

envelope in respect of one of the sample test 

checks selected has been prepared, it should 

be determined by consultation with the Sales 

Tax Commissioner and if necessary by a site 

visit, whether the dealer is likely to be of the 

size which warrants inclusion in the 

Employer‘s Register. 

 

(e) Labour Commissioner: - The 

Records of the employers held by the 

Labour Commissioner vary according to the 

State Legislation and administrative 

methods.  An examination of the position 

should be made by the SEMI Unit in order 

to ascertain what data about employing units 

are available and at what level it can be 

extracted.  Likely sources, both primary and 

for the purpose of checking, are the records 

maintained by the Minimum Wages 

Inspectors and Conciliation Officers.  It 

should be ascertained too whether any 

special records of employers have been 

obtained during the last year or two in 

connection with the introduction or 

extension of legislation or for some ad hoc 

survey.  A full comparison of establishments 

identified through the Labour 

Commissioner‘s records should be made 

with the Employer‘s Register. 

 

 

(f) Director of Industries: -- Director 

of Industries or their counterparts normally 

have details of small-scale industries ( i.e. 

usually those establishments using power 

and employing upto 50 workers or not using 

power and employing upto 100 workers).  

This source should be examined with a view 

to identifying those establishments 

employing 10 ( or other specified number ) 

or more workers.  A comparison should then 

be made with the Employer‘s Register.  

District Industries Officers should also be 

consulted to ensure that the information they 

have is also used in the Employer‘s Register.  

   

(g) Registrar of Co-operative 

Societies.—This source should be used to 

ascertain whether or not there are any 

cooperative organisations employing 10 ( or 

other specified number) or more staff and if 

so to verify that they appear on the 

Employer‘s Register ( Note:- ― 

Membership‖ should not be confused with 

staff employed ). 

 

(h) Director of Statistics—Director of 

Statistics should be asked to make available 

details of employers that their offices or 

field investigators have on record.  Similar 

comparisons as mentioned in the preceding 

paragraphs should be made. 

 

(i) Employers’ Associations—Lists of 

members should be obtained from all 

Chambers of Commerce and Employers‘ 

Associations in the Employment Exchange 

area.  Where the Association is a State or 

National Organisation, the approach should 

be made by the SEMI   Unit or   the D.G.E. 

& T.  and details of employers passed on to 

the respective Employment Exchanges.  

While approaching these organisations, it 

should be explained to them that the 

information is required in order to build up a 

comprehensive register of employers with a 

view to contacting them later and collecting 

information about employment.  It should be 

further explained that the purpose of 

gathering this data is to provide a 

comprehensive employment information 

service for use  by employers, Government 

and persons seeking work.  This may serve 

as softening up process and may ensure 
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satisfactory response from employers when 

questionnaires are issued to them. 

 

  

2.14 When the SEMI  Unit and officers-in 

charge of Employment Exchanges have 

ascertained on the basis of the instructions in 

paras 2.6 to 2.12 the precise sources from 

which the register is to be constructed and 

the methods of extracting the names and 

addresses have been worked out for each 

source, a review of the extent to which those 

sources provide adequate register should be 

carried out. 

 

2.15 Firstly, this consists of identifying 

the sectors where the data available is 

clearly inadequate.  Consideration should 

then be given to locating hitherto  untapped 

sources to see whether the gaps in 

information can be filled. Failing this, it is 

necessary to examine the telephone 

directories, trade directories, postal lists or 

municipal street records in order to identify 

names and addresses that may relate to 

employers in the sectors concerned. 

 

 

2.16 If no reasonable progress can be 

made from these references then a street to 

street survey should be conducted with a 

view to identifying industrial and 

commercial premises that may prima facie 

employ 10 or more workers or such other 

figure as may be determined by  the SEMI  

Unit. Street surveys should be carried out in 

a planned and systematic manner as per 

instructions contained in para 2.23 to 2.26 

below. 

 

Preparation Of Employers Index 

Envelopes ( EMI-I) And Book Record Of 

Employers ( EM-2) 

 

2.17 Employers‘ Index Envelope should 

be prepared only after finalising the names 

of employers/establishments from whom 

employment returns will be called for.  Till 

then, only lists of employers‘/establishments 

should be maintained.  This will avoid 

wastage of EM-1 envelopes at Employment 

Exchanges.  After finalising the names of 

the employers, and Employers‘ Index 

Envelope ( EM-I) should be prepared for 

each establishment/employing unit, both in  

the Public and  the private sectors.  A book 

record ( EM-2) showing the names of the 

employers/establishments in respect of 

which EM-1 envelopes are prepared for each 

establishment/employing unit, both for the 

private sector and the  other for the public 

sector.  In the public sector, the record 

should be maintained separately for 

establishments under the Central 

Government, State Government, Quasi 

Government and Local Bodies.  The names 

of employers in the Private Sector should be 

arranged in the book record in alphabetical 

order.  The names of establishments in the 

Public Sector should be arranged department 

wise and within each department 

alphabetically.  Each employer in the book 

record will be given a serial number.   

 

2.18 Entries to be made on the EM-1 

envelopes are self explanatory. However, 

the following points concerning certain 

items on the   EM-1 envelope should be 

noted:-  

 

Item 1 Serial number of establishment.—

The serial number of the establishment as 

given in the book record of employers ( EM-

2) should be entered. 

 

Item 2. Sector.—The entry should be either 

―Central‖,  ‖State‖,  ―Quasi‖, ―Local Body‖ 

or ―Private‖.  In the case of Quasi-

Government establishments, entry should be 

Quasi             ( Central) or Quasi ( State) as 

appropriate.  In the case of private sector 

establishments a distinction  between Act 
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and Non-Act establishments should be made 

by marking the word ―Act Estt.‖ with a 

rubber stamp on the top of EM-1 envelopes 

in respect of those establishments which are 

covered by the Employment Exchanges ( 

Compulsory Notification of Vacancies) Act, 

1959. 

 

Item 3. ICL No. – The National Industrial 

Classification Code number of the 

establishment should be entered in ink, but 

only after it is known exactly what the 

establishment makes or does.  This will not 

be ascertainable until the completed 

questionnaires   ( referred to in a paragraph 

3.1 ) for the first round of enquiry has been 

obtained from the establishment.  A 

provisional entry, however, may be made in 

pencil where some reliable information 

about the nature of an establishment‘s 

business is known. 

 

Item 4, Name, address, telephone 

number,  email id, district.—These details 

should be obtained from the primary sources 

referred to in paras 2.6 to 2.13 including all 

supplementary instructions issued by the 

SEMI  Unit.  Care should be taken to ensure 

that accurate details are entered here.  

Mistakes even in letters may entail 

considerable unproductive work.  These 

details should be checked every time on 

receipt of returns to ensure that no change in 

the address of the establishment has taken 

place. 

 

 Item 5. Business(es).—The Principal 

activity of the establishment should be 

indicated against this item.  In case, the 

establishment has a subsidiary business also 

this should be mentioned against (b) of this 

item.  It should, however, be borne in mind 

that National Industrial Classification Code 

number of the establishment to be entered in 

item 3 will relate to its principal activity.  

This entry should also be completed in ink 

after the employment return referred to in 

paragraph 3.1 has been received and 

examined.  A provisional entry, however, 

may be made in pencil where some reliable 

information is available.  The remainder of 

the entries to be made in EM-1 i.e. item 7 

―details of employment and vacancies‖ 

onwards are the subject of later instructions.  

 

Record of Contacts With Employers. 

 

2.19 A separate form EM - 1A will be 

used for recording brief notes on the results 

of contacts made by Officers ( including 

Junior Employment Officers/Statistical 

Assistant) of Employment Service with the 

employer concerned.  These notes will refer 

to date of contact, designation of Officer 

contacting the employer and brief notes on 

the contact made.  Form EM-1A containing 

the contact notes will be filed in the EM-1 

concerned. 

 

Review of The Employers’ Register 

 

2.20  Constant review of the register to 

ensure its accuracy and up-to-date 

maintenance is essential particularly in view 

of the fact that omission of any single 

establishment of consequence from the 

purview of the EMI enquiry will affect the 

coverage of employment in the area 

concerned.  This involves:- 

 

(i)  removal of EM-1 envelope in respect 

of establishments which have closed 

down.  ( The establishment should 

continue to remain on the 

Employers‘ Register until they are 

close down even though employment 

in them is reported to be less than 10 

in any one quarter). 

 

(ii)  inclusion of EM-I envelopes in 

respect of new establishments 

172



 Chapter- II/ Part.II/ Vol.I/NESM/2022 

 

 

whose staff has increased to 10 ( or 

other specified number) or more. 

 

2.21 For this purpose, various sources used 

for building up the employers‘ Register 

should be consulted.  This ought to be done 

once a quarter prior to the issue of 

questionnaires to establishments in private 

and public sectors.  Where it is not possible 

to review the entire register in the public and 

private sector during the same quarter, the 

work may be staggered.  One quarter should 

be devoted exclusively for review of the 

public sector register and certain dates 

prescribed for the purpose.  Similarly in the 

remaining three quarters certain dates should 

be allotted for review of the Employers‘ 

Register in the Private Sector pertaining to 

factories, shops and establishments, banks 

schools, etc.   In this way, the Employers‘ 

Register should be brought up to date and 

the work organised in such a way  that the 

entire cycle of operations is completed in the 

four quarters.  A time-table of work in this 

regard may be drawn up by the SEMI  Unit 

who are primarily responsible to ensure that 

the Employers‘ Register maintained at each 

Exchange is comprehensive, and up-to-date.  

Necessary checks should be undertaken by 

the SEMI  Unit Officer during his inspection 

of EMI work at Exchanges to achieve this 

purpose. 

 

2.22 In addition to the steps suggested in 

the foregoing para it should also be the 

constant endeavour of the staff who are 

engaged on work concerning the Employers‘ 

Register and the collection of returns to 

observe press advertisements, hoardings, 

etc. so that the names of firms of importance 

can be noted and the Employers‘ Register 

examined to verify that they have been 

included in it.  

 

Street Surveys 

 

2.23 A Continuous programme of street 

surveys should be launched at periodical 

intervals for making the Employers‘ 

Register comprehensive and up-to-date. 

 

Preliminary Action 

 

2.24 The following preliminary action 

should be taken before launching the street 

survey in a district: 

 

( i ) Map of the District.-- A fairly large 

map of the district should be 

procured for obtaining full 

knowledge of the area and for 

advance planning. 

         

(ii) List  of Localities/ Streets/Postal 

Zones.—All important cities and 

towns in a district should be covered 

under the street survey.  List of 

localities/ postal zones/ streets for 

each city or town should be prepared 

to facilitate allocation of work in 

small segments to various members 

of staff. 

 

(iii) Allocation of duties.—A book 

record of localities/ zones/ streets 

allotted for street survey to various 

members of staff should be 

maintained in the performa given 

below:- 

Street Survey Duty Chart 
Name of City/Town ____________ 
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(iv) Identity Cards.—Field Investigators 

should be provided with identity 

cards. 

 

(v) Scrutiny of existing Employers‘ 

Register.—Before the street survey 

commences, it would be desirable to 

consult all available sources 

prescribed in paras 2.6 to 2.13 and 

bring the Employers‘ Register up to 

date as possible. 

 

 

(vi) Employers‘ Card ( EM-I). – Before 

the Investigators proceed for work, 

they may take with them EM-1 

envelops that have already been 

raised.  The investigators should 

verify factual details in respect of 

these employers during the course of 

street survey. 

 

Operational Details     
 

2.25  (i) Deputing Investigators in pairs.--  

In congested streets of a city or big town it 

would be necessary to depute at least two 

investigators who should attend to left and 

right sides of the street respectively. 

 

(ii) Locality-wise Record of Street 

Survey.—A running record of the street 

survey should be maintained for each 

locality/street in the Proforma given in 

Vol.II Appendix II(I).  After the survey has 

been completed the locality wise record 

should be got bound; these lists may be 

preserved for being used during subsequent 

rounds of surveys and for raising fresh   

EM-1.  

 

(iii) Follow-up Action.- At the 

conclusion of the survey operation in a 

district, a detailed report and the results 

should be prepared and forwarded to the 

SEMI Unit.  These reports should contain 

information on the Following points:- 

 

(a) date of commencement and 

completion of the Survey in the 

district and whether or not work was 

completed within stipulated time 

targets. 

 

(b) Number of existing establishments 

on the Employer‘s Register and the 

number of new establishments 

identified as a result of the street 

Survey separately for public and 

private sectors.  The number of 

private establishments should be 

mentioned according to size of 

establishments, viz. 10-24 workers 

and 25 or more workers. 

 

(c) Names of cities and towns covered 

under the street survey. 

 

 

2.26 Peripatetic or moving teams may be 

raised by State Directors for  launching a 

continuous programme of street surveys.  

Till the formation of peripatetic teams, 

SEMI  units and Employment Exchanges 

may take up this work with the existing staff 

resources. 
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Documents Used in Collecting 

Information 

 

3.1 The following documents should be 

used in the collection of employment and 

occupational information from employers in 

the private and public sectors. 

 

ER-I* Employment Return-Quarterly. 

 

ER.II-Occupational Return-biennial 

 

  

Covering Letters, Reminders, 

Acknowledgements etc. ( Specimen copies 

of ER-I and  ER-II. may be seen in Vol. II,  

Appendix 1(1). 

 

*Note.-- Returns in form ER-I and ER-II are 

prescribed under the Employment 

Exchanges ( Compulsory Notification of 

Vacancies) Rules, 1960 as amended from 

time to time.  These forms are used for 

collecting information from both Act and 

Non-Act establishments. 

 

3.2 The Form ER-I is to be used for 

collection of employment information from 

establishments in the public and private 

sectors at quarterly intervals.  It seeks for 

information about ( a) the total number of 

persons ( men and women separately) on the 

pay rolls of the establishments on the last 

working day of the two consecutive 

quarters, (b) the number of vacancies 

occurred during the quarter, number notified 

to the Exchange, number filled through 

Employment Exchanges and other sources 

and number not notified to the Exchange 

with reasons thereof, and (c) the number of 

vacancies remaining unfilled at the end of 

the quarter under report due to shortage of 

suitable applicants. 

 

CHAPTER-III 

 

COLLECTION OF EMPLOYMENT INFORMATION 
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3.3 The form ER-II is to be used for 

collection of occupational and educational 

details of employees from both public and 

private establishments.  This occupational 

return seeks information about the total 

number of persons employed at the end of 

the quarter,  classification of employees by 

occupations ( men and women 

separately) and forecast of vacancies in each 

occupation during the next calendar year due 

to retirement, expansion or re-organisation.  

It also seeks information about  the 

educational /technical  and professional 

qualifications of employees. 

 

 

3.4 Covering Letters, reminders, 

acknowledgements, etc.---Suitable covering 

letters under which form ER-I and ER-II 

will be issued to public sector 

establishments, and Act and non-Act 

establishments in the private sector, 

reminders for expediting rendition of returns 

by employers and acknowledgement issued 

to non-Act establishments in token of having 

received the returns may be devised locally. 

 

3.5 Information should be collected on the 

prescribed forms ER-I and ER-II from all 

employers in the public sector and those 

employing 10 or more persons in the private 

sector in respect of whom EM-1 has been 

prepared.  Since these forms have been 

prescribed under the Employment 

Exchanges ( Compulsory Notification of 

Vacancies) Rules, 1960 certain 

modifications may have to be made on them 

before they are issued  to non-Act 

establishments.  While the information about 

employment exchanges, vacancies and 

shortages should be collected on form ER-I 

in every quarter from the employers, 

occupational and educational details of 

employees should be collected only once in 
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two years for the quarter ending September 

on Form ER-II.  This return ER-II should be 

collected in addition to the quarterly 

employment return on form ER-I in that 

particular quarter.  

 

 

3.6  The Occupational return on form 

ER-II should be collected from private 

sector and public sector establishments in 

alternate years from private sector  in odd 

years  (2021, 2023 etc..) and from public 

Sector in even year ( 2022, 2024 etc. ). 

 

3.7 The details to be collected on the 

employment returns ER-I are intended to 

provide information about employment 

industry-wise and the changes that have 

occurred in the level of employment during 

the period.  This information is used by 

employment exchanges, S.E.M.I. Unit and 

DGE for appraising the employment 

situation in their periodical reports. 

 

3.8 The employment returns are also 

intended to give Employment Officer better 

opportunities of identifying the type of 

persons who are in short supply and to 

provide more concrete evidence of the 

relationship between supply and demand for 

labour in each occupation.  This information 

is also expected to place Employment 

Officer in a more favourable position in 

dealing with employers in the private sector.   

 

3.9 These returns also provide 

information to check whether or not the 

employers are complying with the 

provisions of the Employment Exchanges ( 

Compulsory Notification of Vacancies) Act, 

1959 by notifying all vacancies occurred 

during the quarter to the Employment 

Exchange and whether or not changes in 

employment under them testified the 

correctness of their statement about 

vacancies occurred etc. 

 

3.10 The Employment Officers must 

ensure that intensive efforts to obtain 

accurate and comprehensive details are 

made continuously.  They should also 

ensure that study and use of the data are 

carried out quickly.  It is particularly 

necessary to take notice of the vacancies 

reported on ER-I as unfilled by employers 

due to shortage of personnel.  The 

Employment Officers should offer the 

services of the Exchange to employers who 

have reported shortage of manpower 

provided suitable candidates are available on 

the Live Register of the Exchange.  Where a 

vacancy in a particular occupation is 

reported by an employer as unfilled due to 

shortage of personnel, the Employment 

Officer should ascertain whether there are 

any special features that made it so, such as 

low wages, isolated location or uncongenial 

conditions.  The aim here should be to 

decide whether or not the occupation is 

really a shortage occupation especially when 

considered in relation to what has said  by 

other employers and what is known from the 

day to day placement operations of the 

Exchange about supply of and demand for 

persons in that occupation.  Although it is 

difficult to give a precise and objective 

definition of „shortage‟ the concept given 

below may be used for guidance in 

determining a shortage occupation. 

 

“ A shortage exists only when job offering 

standard conditions of employment and 

wages remain vacant because of the non-

availability of workers possessing the 

minimum skill qualifications for performing 

the duties of such jobs, and suitable workers 

can not be obtained by upgrading workers of 

lesser skills already employed in the 

respective establishments”. 

 

3.11 The occupational return ER-II 

showing the classification of employees by 
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returns ER-I and ER-II within 30 days from 

the date of enquiry.  In view of this statutory 

provision, State Directors may decide 

whether or not blank forms are to be issued 

to Act employers depending upon local 

circumstances. 

 

3.15 Prior to despatch of forms ER-I and 

ER-II to employers, the following entries 

should be made on both copies of the form, 

using rubber stamp, wherever appropriate: - 

 

Form ER-I 
 

(i) Enter the quarter for which the 

information is sought. 

(ii) Enter the name and address of the 

employer at proper place. 

(iii) Enter the nature of business 

(Principal activity) of the 

establishment and National Industrial 

Classification code number. 

(iv) Enter the dates in item I for which 

the employment data is called for 

e.g. 30-06-2021 and 30-9-2022 etc. 

(v) If the establishment had rendered the 

return for the last quarter, enter the 

employment figures for men, women 

and total for the last quarter.  If the 

establishment had not submitted the 

return for the last quarter, then the 

column may be left blank. 

 

(vi) Enter the name and address of the 

Employment Exchanges to which the 

return should be despatched by the 

employer. 

 

(vii) Indicate the serial number of the 

establishment on ER-I in pencil. 

 

(viii) “{Vide the Employment Exchanges 

(CNV) rules, 1960”)} given at the 

top of the form should be deleted in 

case of Non-Act establishments. 
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occupations and educational levels and 

forecast of requirements during the next 

calendar year provide basic information 

about the occupational structure of 

industries and services and helps in 

estimating the amount and type of skilled 

manpower used in the area.  This data 

should be used to examine the changes in 

the skilled labour force that are occurring 

and to enable more accurate estimates to be 

made of the future needs of personnel in 

various occupations. 

 

3.12 The details obtained through 

occupational returns also provide essential 

raw material for the placement and 

Vocational Guidance Services of the 

Exchange.  Employment Officers must, 

therefore, make full use of the occupational 

information collected.  This can be done by 

identifying places where there  is scope for 

skilled personnel, including apprentices.  

Knowledge of the location and magnitude of 

vacancies for skilled workers should be used 

to assist in securing openings for trainees 

and in making speculative submissions. 

 

3.13 In view of the valuable uses to which 

the data are put, it is essential that   the 

instructions in the succeeding paras in 

regard to the collection and processing of 

the data are carried out assiduously, 

accurately and without loss of time. 

 

3.14 All Establishments employing 10 or 

more persons in the private sector which are 

not covered by the Employment Exchanges  

( CNV) Act, 1959 should be sent two copies 

of form ER-I/ER-II with an appropriate 

covering letter.  It should be mentioned in 

the letter that the information is required for 

planning purpose and for developing a 

reliable employment information service for 

the benefit of employers and employment 

seekers.  Establishments covered under the 

EE (CNV) Act, 1959 are required to furnish 
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(ix) Note: “This return shall relate 

………………..of the quarter 

concerned” given at the end of the 

form should be deleted in case of 

Non-Act establishments.     

 

(x) Indicate at the top of the form “Act”, 

“Non Act, Establishments” with a 

rubber stamp. 

 

Form ER-II  
 

(i) Enter the name and address of the 

employer at the proper place. 

 

(ii) Enter the nature of business and 

indicate the National Industrial 

Classification code number. 

 

(iii) Enter the name and address of the 

Employment Exchange to which the 

return should be despatched by the 

employer. 

 

(iv) Indicate the serial number of the 

establishment in pencil. 

 

(v) Delete “{Vide the Employment 

Exchanges (Compulsory Notification 

of Vacancies) Rules, 1960}” given at 

the top of the form in case of Non-

Act establishments. 

 

(vi) Indicate at the top of the form “Act” 

/“Non Act” establishments with a 

rubber stamp. 

 

3.16 After completing the entries as 

described above forms ER-I/ER-II should be 

despatched to employers one week before 

the date of enquiry.  It should be made clear 

in the covering letter whether the 

information is being asked for on a 

voluntary basis (for Non-Act 

establishments) or the employer is under 

statutory obligation to furnish the return (for 

Act Establishments). 

 

Follow –up Action to obtain Returns  

 

Act Establishments 

 

3.17 If the quarterly/biennial return is not 

received from an establishment by the date 

prescribed for the purpose i.e. within 30 

days of the enquiry, a reminder on form X-

87 should be sent to the defaulting employer 

(both in the private and public sectors).  If 

the return(s) is still not received within 10 

days of issue of the first reminder on X-87 a 

second reminder on form X-89 should be 

issued.  Attention of such employers should 

be drawn to the provisions of the 

Employment Exchanges (Compulsory 

Notification of Vacancies) Rules, 1960 

regarding penalty for failure to render 

returns by the stipulated date.  If the 

prescribed return(s) is not received within a 

week after the issue of the second reminder 

as mentioned above the employer should be 

contacted personally and persuaded to 

comply with the provisions of Act and 

returns obtained. Follow-up by personal 

visits should commence with the larger 

establishments even without waiting for 

reminders to be issued.  A record of the 

follow-up visits should be made under item 

9 of EM-I. 

 

Non-Act-Establishments  

 

3.18 If no return(s) is received from a 

Non-Act establishment in the private sector 

within a fortnight of the date of enquiry, 

efforts to obtain the completed return(s) 

should be made as far as possible by 

personal contact commencing with larger 

establishments. 

 

3.19  The idea is to collect as many 

returns as possible for a meaningful analysis 
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of the employment situation in the area.  

Efforts should, therefore, be made to plan 

the follow-up action in such a manner that 

the collection of returns from both Act and 

Non-Act establishments is completed within 

eight weeks from the date of enquiry. 

 

Action on Receipt of Returns from 

Employers at Exchange –Action on 

return ER-I 

 

3.20 Immediately on receipt of return ER-

I from an employer, the following action 

should be taken:- 

 

(i) Enter on the top left hand corner, the 

date on which return is received.  

Acknowledge receipt of the return in 

case of Non-Act establishments. 

(ii) Insert National Industrial 

Classification Code No. in ink 

against nature of business (principal 

activity) of the establishment if it 

was not done already. 

 

(iii) Check-up all the details in items 1 to 

4 of EM-I with the relevant entries 

on return ER-I. 

 

(iv) Enter in appropriate columns (1 to 9) 

under item 7 of EM-I the number of 

employees and other details from 

items 1 and 2 of ER-I. 

 

(v) The number of persons employed at 

the end of two quarters as revealed in 

item 1 of ER-I should be examined 

by individual establishments and also 

by industries in order to find out 

changes in the level of employment 

in the Exchange area during the 

period.  Reasons should be 

ascertained from establishments in 

different industries for any abrupt 

change in the number of persons 

employed.  This type of information 

can best be obtained by personal 

discussions and where returns have 

to be collected by personal visits, the 

opportunity can and should be used 

to ascertain causes for any abrupt 

change.  Discrepancies, if any, on the 

returns should be got reconciled by 

personal contacts or addressing the 

employer on form X-88, maintain 

running record as required.  A list of 

running record to be maintained is 

given in Vol. II Appendix II (2). 

 

Simultaneous tabulation of ER-I Returns 

3.22 As soon as the ER-I Returns start 

coming, posting should be done 

simultaneously on the „Tabulation Sheets‟.  

In case, however, a discrepancy is observed 

in a particular ER-I return and the 

clarification is sought form the employer, 

posting the „tabulation sheet‟ should be 

made in black pencil.  But this should not be 

entered on the EM-I Card until necessary 

clarification has been obtained.  In case of 

defaulting establishments, figures for the 

previous quarter should be entered in red 

pencil. 
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3.21 Before the enquiry relating to a 
particular quarter is launched, tabulation 
sheets should be prepared in the proforma 
given in Vol. II Appendix II (3).  In all there 
will be seven such sheets, one each for 
establishments under the Central 
Government, State Government, Quasi-
Government (Central), Quasi-Government 
(State), Local Bodies, Private Sector (Act) 
and Private Sector (Non-Act).  In each 
sheet, all the establishments pertaining to 
that particular branch/sector should be 
recorded N.I.C.-wise in Col. 2, giving their 
serial numbers as recorded in the 
Employers Register.  Some space should be 
kept for totals of each N.I.C.  
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3.23 After the enquiry relating to the 

quarter is closed, Industry-wise totals in the 

tabulation sheets should be worked out.  On 

the basis of these tabulations, statements 

should be prepared for analyzing 

employment situation at the Area level and 

for dispatch to the SEMI Unit and DGE for 

analysis of employment situation at State 

and All India levels.  Preparation and 

despatch of these Statements should be 

completed within nine weeks from the date 

of enquiry. 

 

3.24 The following EMI Statements in 

respect of the Public Sector and Private 

Sector should be forwarded to the SEMI 

Unit: - 

 

A. Public Sector 

 

Sl. 

No. 

State-

ment 

Subject 

1. 1.0 Employment in the Public Sector 

(Total) 

2. 1.1 Employment in the Central 

Government Establishments. 

3. 1.2 Employment in the State 

Government Establishments. 

4. 1.3 Employment in Quasi-

Government Establishments 

(Central) 

5. 1.4 Employment in Quasi-

Government Establishments 

(State) 

6. 1.5 Employment in the Local 

Bodies. 

 

 

B 

 

Private Sector 
 

 

7. 2.0 Employment in the Private Sector 

(Total) 

8. 2.1 Employment in Larger 

Establishments (Employing 25 or 

more persons) 

9. 2.2 Employment in Smaller 

Establishments (employing 10 to 

24 persons). 

       

Copies of Statements No. 1.0 and 2.0 

regarding total employment in the Public 

Sector and the Private Sector should also be 

endorsed to the Directorate General of 

Employment and Training.  The Proforma in 

which the statements are to be prepared by 

the Employment Exchanges are given in 

NESM Vol. II, Appendix II (4). 

 

Completion of Details Regarding 

Vacancies on EM-I Envelope 

 

3.25 Cols. 10 to 13 under item 7 of the 

EM-I envelope should be completed with 

the help of relevant Order Cards on 

Live/Dead Order Register and with 

reference to the Vacancy Order Register.  

The official extracting the information X-

2/X-64 for completion of EM-I envelopes 

should record his initials (with date) on the 

X-2/X-64. 

 

Change in the Name and Address of 

Employers 

 

3.26 Whenever any change in the name 

and address of the establishment has been 

indicated by the employer in the return 

received form him, immediate steps should 

be taken to make necessary amendments in 

the EM-I envelopes and the book record of 

employers (EM-2) 

 

 

Closed Firms/Establishments 

 

3.27 In some cases, form ER-I/ER-II may 

be returned showing the establishment(s) 

which responded during the earlier enquiry 

have closed down.  In cases where it is 

confirmed that a closure has occurred the 

return should be marked with the entry 

(closed) inserted in item I and used along 

with the other returns for tabulation.   EM-I 

envelopes in respect of closed 

establishments should be cancelled and 
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removed from the Employers‟ Register.  The 

names of the firms/establishments should 

also be removed from the book/record of 

employers (EM-II). 

 

Establishments on Strike/Lock-out 

 

3.28 If an establishment whose workers 

have gone on strike or where lockout has 

been declared does not forward the return 

ER-I/ER-II, it may be treated as a defaulter 

and the employment in respect of that 

establishment estimated on the basis of last 

available return.  The employment so 

estimated should be used for purposes of 

tabulation. 

 

Transfer of EM-I envelopes to other 

Areas    

      

3.29 When an establishment in public or 

private sector is shifted from one area to 

another, EM-I envelope relating to that 

establishment should invariably be 

transferred to the appropriate Employment 

Exchange. 

 

Re-Filing of Employers’ Register 

 

3.30 After the returns have been received 

during the first round of enquiry and 

Industrial Classification code numbers 

already allotted on EM-I envelopes have 

been checked and finalised, EM-I envelopes 

in the Employers‟ Register should be 

refilled.  EM-I envelopes belonging to the 

private sector should be refilled 

alphabetically according to the names of 

employers within each Industrial 

Classification group. EM-I envelopes 

belonging to the public sector should be 

arranged in four groups viz. (1) Central 

Government; (2) State Government; (3) 

Quasi-Government; (separately for Central 

and State Govt. establishments); and (4) 

Local Bodies.  Within each group, the 

envelopes should be filed according to 

National Industrial Classification Code No. 

and alphabetically within each N.I.Cl. 

Group. 

 

Action on Return ER-II 
 

3.31 Immediately on receipt of ER-II 

returns from employers, the following action 

should be taken:- 

 

(i) Enter on the top left hand corner the 

date on which the return is received. 

 

(ii) Check the Industry Code number on 

ER-II and correct where necessary. 

 

(iii) Check the figures of total 

employment given against item-I of 

ER-II with the corresponding figure 

relating to the same quarter as 

furnished in item I of   ER-I. 

 

(iv) Check the number of men, women, 

etc.  Also check and ensure that the 

total given in item 2 corresponds to 

the total against item I. 

 

(v) Insert the appropriate Occupational 

Code Nos. (5-digits) against 

occupations shown in item 2 of the 

return.  Ensure that there are no 

ambiguities in the description of the 

occupations and that all queries and 

doubts in this regard are settled with 

the employer.  Also insert the 

appropriate Educational Code Nos., 

wherever appropriate. 

 

3.32 Any discrepancy or ambiguity in the 

return should be reconciled by contacting 

the employer personally, if necessary.  

Important correspondence in connection 

with the reconciliation of discrepancy 

should be filed inside the EM-I envelope.  

Since the ER-II returns are to be despatched 

to the SEMI Unit and from there to the 
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e.g. Central Government, Quasi-Central 

Government, State Government, Quasi-State 

Government, Local Bodies and in private 

sector for Act and Non-Act establishments). 

 

3.36 The main advantages of the master 

copy of the ER-II returns  are: - 

 

(i) Although in the initial stage when 

the master copy is raised, the EMI Units 

may have to put in extra time and labour; in 

the long run there will be much saving of 

time for allotting occupational codes to the 

ER-II returns as the EMI staff will not have 

to look back into NCO Book every time. 

 

(ii) There will be no scope for any 

mistake in allotment of NCO codes, as the 

same occupational categories as included in 

the master copy will generally be reported in 

an establishment in subsequent inquiries.  

Only to a limited extent, new occupational 

categories might be reported for which new 

Codes will have to be allotted by referring to 

the NCO Book itself. 

 

(iii) The master copy maintained at the 

EMI Units will also have the figures of 

employment in columns 3 to 5 for last 

inquiry, 6 to 8 for 2
nd

 inquiry and so on.  

During the subsequent inquires, if any 

particular establishment does not send 

returns in time, EMI Units can easily adopt 

the employment figures of the past inquiry 

and thus raise ER-II returns for the 

defaulting establishment.  This will 

obviously improve the coverage of the 

occupational data. 

 

Despatch of Returns to the SEMI Unit  

 

3.37 In view of the importance of 

obtaining details about occupational 

composition of establishments, all out 

efforts should be made to collect all returns 

on ER-II within the prescribed time limit.  
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Directorate General of Employment and 

Training(now DGE) for tabulation, it should 

be checked whether the name of the 

district has been stamped on the return.  It 

should further be ensured that the 

endorsement “Act Estt.”.  “Non-Act Estt”. 

 „Public Sector/Central Government/State 

Government/ Quasi-

Government (State)/Local Body” as 

necessary has been made on the returns. 

 

Raising a Master Copy of the ER-II 

 

3.33 The EMI Unit should raise a master 

copy for occupational codes in respect of 

each establishment, in a proforma given in 

Vol. II Appendix II (5).  This proforma 

contains addition to code numbers, columns 

for making entries of employment in 

subsequent occupational inquiries to be 

made in a period of 10 years. 

 

3.34 In column I, the description of 

various occupations as reported by a 

particular employer should be listed out and 

in column 2 suitable N.C.O. Code  should be 

allotted.  Columns 3,4, and 5 and subsequent 

columns will include figures on employment 

for that particular inquiry and these should 

be entered in ink.  In the Subsequent inquiry 

figures of employment will be recorded 

under the relevant columns.    In case the 

employer reports any changes in the 

occupational description of employees in a 

subsequent inquiry, necessary additions or 

deletions will be made in the master copy. 

 

3.35 It is absolutely necessary that entries 

in the first two columns of the master copy 

are without any mistakes and in case of any 

doubt the EMI Units could seek the advice 

of SEMI Unit.  The master copy raised by 

the EMI Units should be maintained as a 

permanent record and for this purpose 

separate records should be used for 

establishments in public and private sectors 

(within public sector for various branches 
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On completion of action as indicated above 

the returns should be despatched to the 

SEMI Unit by the end of 3
rd

 month 

entered by the Exchange against the 

nature of business (principal activity) 

and the occupational and educational 

(wherever applicable) code nos. 

allotted by the Exchange in item 2 of 

ER-II should be thoroughly checked 

and corrected, where necessary.  It is 

the special responsibility of the 

SEMI Unit to check the returns and 

reconcile discrepancies, if any, after 

reference to the Exchange 

concerned. 

 

(ii) Necessary checks should be made to 

ensure that the returns belonging to 

Act establishments and Non-Act 

establishments have been stamped 

accordingly and that the name of 

Exchange has also been stamped on 

individual returns.                    
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following the quarter to which the returns 

relate for scrutiny and further transmission 

to the Directorate General of Employment 

.  

 

Action at the SEMI Unit  

 

3.38 The following action should be 

taken at the SEMI Unit on receipt of (a) 

Area Statements and (b) return ER-II. 

 

(a) On receipt of Area statements as 

prescribed in para 3.25 from various 

Exchanges, they should be examined 

thoroughly to ensure accuracy.  These 

statements should then be consolidated for 

the State as a whole for analysing 

employment situation at the State as a whole 

for analysing employment situation at the 

State level.  A copy each of the consolidated 

statements should be despatched to the 

D.G.E.. within 11 weeks from the date of 

enquiry.  A list of consolidated statements to 

be prepared and despatched by the SEMI 

Unit to the D.G.E.. is given in Vol. II, 

Appendix II (4). 

 

(b) On receipt of returns ER-II, the 

following action should be taken at the 

SEMI Unit: - 

 

(i) Industrial Classification Code Nos. 

 

Despatch of Returns ER-II to the D.G.E. 

 

3.39 On completion of action by the 

SEMI Unit as indicated above, all the 

returns should be despatched to the 

Directorate General of Employment in one 

batch before the end of the sixth month 

following the quarter to which the returns 

relate.  Before dispatching them to the 

Directorate General of Employment , all 

ER-II returns for the State may be serially 

numbered in red pencil/red ink irrespective

 of the Exchange to which they belong on 

the top right hand corner.  The 

information contained in the returns will be 

tabulated at the Directorate General of 

Employment and tabulations will be made 

available to the SEMI Unit where they 

should be analyzed and report on 

occupational-cum-educational pattern of 

employees in the public/private sector 

prepared.  No report on occupational pattern 

of employees need to be prepared at area 

level. Note:  Vide letter No. DGE&T-S-

14013/1/2017-EMI dated 15.02.2017, it was 

communicated to all States/UTs to 

discontinue sending ER-II returns of 

„Occupational –Educational pattern of 

Employees in India” to DGE. Therefore, 

submission of  ER-II returns by SEMI 

Units/States to DGE in physical form, shall 

remain suspended till further instructions 

and development of online module. 
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Disclosure of Information 

 

3.40 The information given by an 

industrial establishment is to be treated as 

strictly confidential and must not be 

divulged to any unauthorised person or 

body.  Cases of doubt as to whether it is 

possible to give any information must be 

referred to the State headquarters for a 

decision. 

 

Record of Progress 

 

3.41 Daily running records showing 

details with regard to the response from 

employers, vacancies and shortage 

occupations and other details as contained in 

Vol. II, Appendix II (2) should be maintained 

in the Exchange.  These running records are 

helpful to keep a watch over the progress of 

response received from private and public 

employees and in the preparation of area 

employment reports. 
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Reports and Reviews 
 

 

 

Name of Report Periodi-

city 

Level at 

which to be 

issued 
 

1. 

 

Employment 

Market 

Report 

 

Quarterly 

Area level: 

 

a)Local: to be 

issued by 

Employment 

Exchanges 

where studies 

of the Private 

sector are in 

progress. 

b)All India 

Level: to be 

issued by the 

D.G.E. 

2. Employment 

Market 

Report 

Annual 

3. Employment 

Review (A 

combined 

Report for 

Public and 

Private 

Sectors) 

Quarterly 

4. Employment 

Review ( A 

combined 

Report for 

Public and 

Private 

Sectors) 

5. Occupational-

cum-

Educational 

Pattern of 

Employees in 

Public/Private 

Sector. 

Biennial 

(alternate 

years for 

Public 

and 

Private 

Sectors) 

CHAPTER – IV 

PREPARATION OF EMPLOYMENT MARKET REPORTS AND 

DISSEMINATION OF EMPLOYMENT INFORMATION 
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4.1 The employment information 
collected from the individual employers 
should, after it has been processed in the 
manner as described in previous 
Chapters, finally culminate into 
Employment Market Reports which are 
to be prepared and issued at various 
levels.  The object of these reports is to 
bring out precisely the factors 
responsible for the prevailing 
employment situation so that whenever 
necessary timely remedial action could 
be initiated at the proper level.  In other 
words, the analysis and presentation of 
the available data should be made in 
such a way as to make the reports 
meaningful and action oriented, so as to
 be of use in reviewing the progress made
 in the implementation of various 
development programmes. 
 
4.2 On the basis of employment and 
occupational information collected from 
the entire public sector and private sector 
establishments employing 25 or more 
workers under the Employment 
Exchanges (Compulsory Notification of 
Vacancies) Act, 1959 and smaller 
establishments employing 10-24 workers 
at the area level, the following 
reports/reviews should be prepared and 
issued at Area, State and All India 
levels: - 
 
 
 
 
 
 

Annual a) State Level :   

to be issued by 

the SEMI Units 

for their 

respective 

States.  b)All 

India Level: to 

be issued by the 

D.G.E.  

a) State 

Level: to be 

issued by the 

SEMI Units 

for their 

respective 

States. 

 

b)   All India 

Level: to be    

issued by the 

D.G.E.  
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Area Employment Market Report  

 

4.3 It is the responsibility of the local 

Employment Officer to prepare Area 

Employment Market Reports based on 

the data obtained from returns received 

from employers, an analysis of 

Employment Exchange statistics and his 

intimate knowledge of the local 

employment situation.  The local 

Employment Officer is in the best 

position to analyse employment market 

conditions in his area and to study the 

causes that are responsible for the 

changes in the level of employment and 

unemployment.  In the early stages 

where the programme is just initiated, 

the SEMI Unit will give necessary 

guidance and assistance in the 

preparation of reports.  In such areas, an 

estimate may also be made of the total 

employment covered by the returns 

received from employers in the private 

and public sectors.  The total labour 

force in the employment market area 

may be estimated on the basis of census 

data. 

 

4.4 The purpose of the Area 

Employment Market Report should be to 

present in a simple form an analysis of 

the employment trends, unemployment 

trends, demand for personnel and the 

imbalances between the supply of and 

demand for labour leading to shortages 

or surpluses in specific occupations.  

The report should not merely be a 

commentary on the statistical 

information that has been collected but 

should present a qualitative analysis of 

the employment and unemployment 

situation.  The skill of the Employment 

Officer lies in the manner in which he 

analyses and interprets the primary data 

collected from the employers as well as 

the data that becomes available as a 

result of the normal Exchange 

operations.  The inference should be 

drawn with care and recorded accurately.  

While some of the materials (e.g. 

specific reasons for significant changes) 

needed for making the Area Report more 

qualitative, will have to be collected by 

personal contacts with 

employers/establishments which record 

substantial increase/decrease in 

employment, much of it would be 

known to the Employment Officer 

through the meetings of the district level 

committees which he attends and the 

discussion with employers/employment-

seekers in the course of his day-to-day 

work.  While discussing the reasons 

responsible for variations in the level of 

employment mention should invariably 

be made of each industry in which the 

change was of the order of 100 persons 

or more of 25 percent or more, 

whichever is greater.  Special mention 

should be made of the industries in 

which industrial or commercial 

establishments in the public and the 

private sectors exist side by side e.g. 

banking, insurance, road transport etc.  

The growth in the two sectors should be 

separately commented upon in respect of 

each industry falling in this group.  

 

4.5 It would be seen that the 

Employment Officer, if he is alert, can 

gather most of the information required 

for making the Area Report meaningful, 

during his visits to or contacts with the 

employers and other officers in the 

district as well as employers’ and 

workers’ organisations, if any.  In other 

words, the Employment Officer has to 

develop a manpower vision so that no 

activity in the district which has an 

impact on the employment situation of 

the area escapes his attention.  In order 
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that information and views gathered 

during discussions and contacts are not 

lost sight of, it is essential that the 

Employment Officer should keep a 

record of these in the form of brief 

personal notes.  These will come in 

handy while drafting the report. 

 

4.6 While the Quarterly Reports give 

a critical analysis of the employment and 

unemployment situation during the 

quarter, it should be brief and precise.  It 

should be issued within 10 weeks 

following the quarter to which it relates.  

The importance of releasing the reports 

in time cannot be over-emphasised, as 

the utility of the Area Report depends on 

how soon it is released to its users.  The 

Quarterly Area Report should be 

supplemented by a detailed Annual Area 

Report.  The Annual Report should be 

supplemented by a detailed Annual Area 

Report.  The Annual Report should be 

issued for the year ending March of each 

year and should be in lieu of the 

Quarterly Area Report for that quarter.  

The Annual Report will be a detailed 

report indicating the employment and 

unemployment situation over the year as 

a whole and will be issued within 14 

weeks following March. 

 

Employment Review 

 

4.8 A review of the employment 

situation should be prepared every 

quarter at the State as well as at the All 

India level based on the information 

collected from public and private sector 

employers both under the provisions of 

the Employment Exchanges 

(Compulsory Notification of Vacancies) 

Act, 1959 and on voluntary basis.  The 

review, should in addition to 

employment trends, refer to the 

unemployment situation, area-wise 

changes in employment, shortage 

occupations and other matters connected 

with manpower and employment for the 

State/Country as a whole.  Area-

wise/State-wise figures of employment 

should also be appended to the review as 

appropriate. The State Review should be 

issued within 14 weeks from the date of 

enquiry to which the report relates.  An 

outline of the Employment Review is 

given in Vol. II, Appendix II (7). 

 

Report on Occupational-cum-

Educational Pattern of Employees. 

 

Public Sector 

 

4.9 The report on Occupational-cum-

Educational Pattern of Employees in the 

public sector to be prepared on the basis 

of occupational returns collected from 

all establishments in the public sector 

should analyse the occupational-cum-

educational pattern of employees by 

various branches of the public sector as 

also by selected industries and services.  

(The report should also contain a 

reference to the occupational distribution 

of women workers in the public sector).  

It should also analyse the occupations in 

which vacancies are anticipated to arise 
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4.7 The Area Report should be 

cyclostyled  /photocopied/scanned       
and  issued  directly  by  Exchanges.  

The  SEMI  Unit  and  the  D.G.E..  to 

whom  copies  of  the  report  are  sent 

should critically examine these reports 

and forward their comments, if any, to 

the Exchanges.  In order that a uniform

 pattern may be followed in the drafting

 of reports at all Exchanges, an outline 

of each of the Quarterly and 

Annual Area Employment Market 

Reports is given in Vol. II, Appendix II 

(6). 
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employment market information as 

revealed by the Area Employment 

Market Reports amongst the various 

local authorities concerned with 

vocational training, vocational guidance 

and manpower planning.  The salient 

features of the employment situation 

should also be brought to the notice of 

applicants registering at the Employment 

Exchange by placing copies of the Area 

Reports in waiting halls/occupational 

information rooms of the Exchange.  

Copies of the reports should also be 

placed in the employers’ waiting rooms.  

Copies of the Area Reports should be 

circulated to important employers in the 

area.  While the detailed Annual Area 

Report may be circulated to important 

users only, a summary of the report may 

be prepared for general issue.  

 

4.12 The main object of these reports 

should be to create in the local 

development administration a constant 

concern with employment and its 

implications for various development 

programmes and their implementation.  

To achieve these objectives, it is 

necessary that these reports are critically 

examined and discussed by the District 

Committee on Employment District 

Planning Committee or by their Sub-

Committees. 

 

4.13 It is the responsibility of SEMI 

Units to disseminate employment 

information based on Employment 

Market Reports prepared at area and 

State levels among various authorities 

and institutions at the State level who are 

likely to make use of the material 

contained in the reports in planning their 

programmes.  Similarly the DGE. is 

responsible for dissemination of the 

employment information based on area, 

State and all India reports among 
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in the next calendar year and should 

compare occupational pattern with that 

in the previous enquiry.  The report 

should be issued by the SEMI Units 

within 14 weeks of the receipt of 

tabulations from the D.G.E..  An outline 

of the report is given in Vol. II, 

Appendix II (8).  

 

Private Sector 

 

4.10 The report on occupational-cum-

educational pattern of employees in the 

private sector should be prepared on the 

basis of occupational returns collected 

from establishments employing 25 or 

more persons which are covered under 

the Employment Exchanges 

(Compulsory Notification of Vacancies) 

Act 1959 and from smaller 

establishments employing 10-24 

persons.  It should comment on 

occupational-cum-educational pattern of 

employees in various industries and 

services, changes noticed in the 

occupational and educational patterns 

since the last report, if any, and 

occupations in which vacancies are 

likely to arise in the next calendar year.  

The occupational analysis in the report 

should be presented separately for Act 

and Non-Act establishments.  The report 

should also contain a reference to the 

occupational distribution of women 

workers in the private sector.  This 

report should be prepared and issued by 

the SEMI Units within 14 weeks of the 

receipt of tabulation from D.G.E. 
An outline of the report is given in 

Vol. II, Appendix II (8). 

 

Dissemination of Employment Market 

Information 

 

4.11 It is the responsibility of the 

Employment Officer to disseminate the 
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authorities viz., the Planning 

Commission and various other policy 

making agencies of the Union 

Government who are concerned with 

manpower planning and administration 

of vocational and technical training and 

vocational guidance at the national level.  

Copies of the area and State reports and 

other material circulated at area and 

State level should be sent to the DGE. 

 

4.14 Care should be taken at all levels 

to ensure that the various Employment 

Market Reports are not only issued in 

time but are despatched quickly so as to 

reach the users promptly, for being put 

to maximum use. 
 

Note:  System for online submission & 

receipt of Returns & Reports will be 

developed by DGE, Ministry of Labour 

& Employment, Government of India 

as well as respective 

State/Governments.  Till such system 

becomes functional,  the reports & 

returns may be submitted by 

post/through email, etc as per resources 

available.  
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Enforcement Cell 

5.1  With a view to ensuring effective 

implementation of the provisions of the 

Employment Exchanges (CNV) Act, 1959, 

one or more Enforcement Cells should be 

established in each State.  Till such time 

the Enforcement Cells are created in the 

States, the SEMI Unit may carry out the 

functions of the Enforcement Cell also , 

which are  given below:- 

(i) To undertake  intensive measures 

for educating employers about 

their statutory obligations under 

the Act; 

(ii) To keep under continuous  review 

issue of notifications under the  

Act and the Rules made thereunder 

regarding jurisdiction of 

Employment Exchanges to whom 

vacancies are to be notified and 

returns furnished, delegation of 

powers regarding access  to 

employers records and sanction of 

prosecution; 

(iii)  to furnish guidelines about issue of 

‘show cause notices’, launching of 

prosecutions, conduct of cause 

etc.; 

(iv)  to draw time-table of inspection of 

employers records and review 

progress from time to time; and 

(v)  to inspect employers records and 

documents when duly authorized 

to do so.  

Inspection of records or Documents of 

Employers under Section 6 of the  

 

Employment Exchanges (  CNV) Act, 

1959 

(a)  Objectives – The main objective of 

inspection of employers’ records and 

documents are:- 

(i)  to educate employers about their 

obligations under the Act and the 

details to be furnished in the 

returns; 

(ii)  to check up how far         returns 

have been  rendered in time; 

(iii) to verify accuracy of information 

furnished by employers;  

(iv)  to scrutinize whether vacancies 

falling within the purview of the 

Act have been notified to local 

Employment Exchange/Central 

Employment Exchange;   and 

(v)  to examine  the   extent to which 

Employment Exchange has been 

successful in meeting   the 

manpower needs of  employers. 

 

(b)  Approach to be adopted-The 

approach to be adopted during such 

inspections  should   be one of assistance  

CHAPTER V 
 

IMPLEMENTATION  OF THE PROVISIONS OF THE EMPLOYMENT 

EXCHANGES (COMPULSORY NOTIFICATION OF VACANCIES) ACT, 1959. 
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5.2  With a view to ensuring the 

accuracy and reliability of data furnished 

by employers on ER-I and ER-II returns, a 

regular and systematic programme of 

inspection of employers   records or 

documents in the exercise of powers 

conferred in section 6 of the EEs  (CNV) 

Act, 1959 should  be undertaken.   The 

procedure to be followed in this respect is 

broadly indicated below:- 
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and not of fault finding.  If on an 

inspection, it is found that a certain 

establishment  has contravened the 

provisions of the Act or Rules made 

thereunder or has  rendered erroneous 

information , attempt should first be made  

to point out the discrepancy on the  spot to 

be followed by a written communication 

requesting avoidance of the discrepancy in 

future.  Only, when on a subsequent 

inspection it is found that the assurance 

given by employer has not yielded 

satisfactory  result   and persistent 

infringements or defaults are occurring, 

necessary steps    for issue of ‘show-cause 

notice’ and/or  launching of prosecution 

should be initiated. 

 

( c ) Periodicity of Inspections-It is 

necessary that  inspections of employers’ 

records and documents should form an 

integral part of the normal procedure of 

the Employment Service.  In this regard 

larger establishments should be paid 

greater attention in  comparison to smaller 

establishments. Broadly, the aim    should 

be to cover all bigger, establishments in an 

area at least once in two years and the 

smaller    establishments at least once in 

three years.  Private and public sector 

establishments should be treated alike in 

the matter of inspections. 

 

(d)  Advance Planning for Inspections-

For launching a programme of systematic  

and effective inspections, a time-table of 

inspections should be drawn up by SEMI 

Units and/or Enforcement Cell wherever 

this has been established.  The time-table 

should show the programme for  

inspections of every district in the State 

for one calendar year.  A proforma for 

drawing    the time-table is given in Vol, 

II, Appendix II(9). 

 

(e)  Machinery for Inspections-For 

successful implementation of the 

programme of inspections, officers at the 

under mentioned levels may be duly  

authorized for conduct of inspections.  

The number of     inspections to be carried 

out by      each   officer  should also be 

specifically laid  down in the time-table:- 

(i) Officers of the Enforcement Cell 

established for enforcing the 

provisions of the Act and Rules 

made thereunder; 

(ii)  Officers of the State Directorate 

posted at head-quarters or 

Regional/Sub-Regional levels; and 

(iii)  Local Employment Officers who 

have been delegated with powers in 

this behalf. 

NOTE- It should be carefully noted that 

Employment Officers who have not been 

granted proper legal authority under 

section 6 of EE (CNV) Act, 1959 by the 

State Director should not under take these 

inspections.  As a corollary to  this State 

Directors may grant legal authority up to 

the level of officers-in-charge of Distt.  

Employment Exchanges for undertaking 

the inspections. 

(f)  Items to be Scrutinised- The 

following items should be scrutinised and 

verified during the course of inspections;- 

ER-I Returns 

(i) Timely rendition of return; 

(ii) Name, address and telephone 

number; 

(iii) Principal and subsidiary economic 

activity and Industry Code No; 

(iv) Number of persons on pay rolls; 
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(v) Number of vacancies occurred and 

notified to local  Employment 

Exchange    and Central 

Employment Exchange, Number 

filled through    Exchanges and 

other sources (The vacancy 

position as revealed by the 

quarterly returns has to be verified 

with reference to X-2 and X-64 

maintained at the Employment 

Exchange as well as with reference 

to  records of the employer 

inspected at his premises); 

(vi) Number of  vacancies shown by the 

employer as remaining unfilled due 

to shortage of suitable applicants.  

(An analytical  approach should be 

applied for determining the 

shortages.  Care should be taken to 

make a  deep  probe into  the 

reasons why in spite of a large 

number of  applicants  available on 

the Live Register of the Exchange, 

the employer  is    listing shortages 

in the    same trade/occupation); 

(vii) Reasons furnished by employer for 

not notifying vacancies that 

occurred to Employment 

Exchange/Central Employment 

Exchange; and 

(viii) Whether precise reasons for 

significant changes, if any, in 

employment during the quarter 

have been duly recorded by the 

employer. 

ER-II Returns 

 

(i) Number of employees on pay roll, 

industry code, address etc, should 

be tallied with corresponding 

entries on ER-I return; 

(ii) Occupational break-up of 

employees; 

(iii) Education and technical 

qualifications of employees; and 

(iv) approximate number of vacancies 

likely to occur during the next 

calendar year. 

(g) Preliminary Action-The date    and 

time of inspection should be fixed in 

advance and the programme  intimated to  

the employer concerned.  A suitable letter 

in this regard may be devised locally.   

The Inspecting Officer should take the 

under mentioned records with him while 

proceeding on inspection: 

 

(i) Papers to establish identity of the 

Inspecting Officer or necessary 

letter of authority.  (An identity 

card with photograph of the  officer 

affixed on it would        be    most 

desirable); 

(ii) Copy of gazette notification or 

order authorizing him to inspect 

employers records or documents 

(refer Rule 7); 

(iii) (a) Quarterly returns (ER-I) for the 

last four quarters’; 

(b) Latest available copy of ER-II 

return; 

 

(c ) EM-I envelop (care should be 

taken to ensure that all up-to-date 

entries about employment and 

vacancies have been completed); 

 

(d) Previous inspection reports, if 

any;  

(e) Pending Order Cards (X-2); 

(f) Any other relevant papers.  
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Proforma for Inspection and 

Preparation of Inspection Report. 

5.3   A proforma for conducting 

inspection of employers records and 

documents is given in Volume II, 

Appendix II(10). 

 

Action on the Inspection Report 

 

5.4 (a) Four copies of the inspection 

report should be prepared and distributed 

as follows:- 

 

(i) Enforcement Cell; 

(ii) SEMI Unit’ 

(iii) EM-I (Employers Card); and 

(iv) Local Employment Exchange 

file. 

(b)  Follow-up action on inspection 

reports should be taken as indicated 

below:- 

(i) Written intimation of the 

discrepancies revealed should be 

sent to the employer and a copy of 

this should be filled in the EM-I 

envelop.   The employer should be 

requested to avoid these 

discrepancies in future.  Attempts 

should also be made to obtain an 

assurance from him for avoidance 

of similar discrepancies in future; 

(ii) If in the light of the inspection, 

existing data have to be modified, 

this should be done under 

intimation to all concerned; and 

(iii) In case it is found that an employer 

has repeatedly been committing 

default, other methods like issue of 

show-cause notice be initiated in 

consultation with the State 

Director.  The show –cause notice 

may be in the form given in Vol. II, 

Appendix  II(11). 

5.5  All Employment Exchanges should 

render a quarterly summary of the work 

done in connection with the enforcement 

of the EE (CNV) Act, 1959 to the State 

Directors as per instructions contained in 

para 18.3 (Part I). 

5.6 Based on the recommendations of 

the Second National Commission on 

Labour, the Ministry of Labour & 

Employment, Government of India had 

taken steps to simplify, amalgamate and 

rationalize the relevant provisions of the 

existing various Central Labour Laws 

into 4 Labour Codes. These Codes are, 

the Code on Wages, 2019, the 

Occupational Safety Health & Working 

Conditions Code, 2020, the Industrial 

Relations Code, 2020 and the Code on 

Social Security, 2020. 

  

In the process, the relevant 

provisions of EE(CNV) Act, 1959 rules 

made thereunder and suitable changes as 

per the requirements of present-day,  have 

been subsumed in the Code on Social 

Security 2020. These changes inter-alia, 

include redefining employment 

exchanges, increasing their activities, 

provision for online reporting of 

vacancies, etc. 

  

For subsuming the existing  

Employment Exchanges (Compulsory 

Notification of Vacancies) Act 
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Subsuming EE(CNV) Act 1959 in Code 
on Social Security 2020 
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1959/Amendment Bill 2013, one 

Chapter(XIII-Employment Information & 

Monitoring) has been added  and minor 

additions to  some other Sections of the 

Code on Social Security have been done.  

Code on Social Security 2020 has been 

passed by the Parliament in September, 

2020. This Code has received the assent 

of President on 28
th

 September, 2020 

and notified in the Government of India 

Official  Gazette  on 29
th

 September, 

2020. 

 

The Government of India has 
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already  published the draft Code on Social 

Security (Central) Rules, 2020.  These 

were notified by  Government of India in  

Official Gazette on 13/11/2020.  Chapter 

XII of the said rules is  related with the 

Employment Information and Monitoring 

i. e  Chapter XIII of the Code on Social 

Security 2020.  Separate instructions(SoPs) 

shall be issued on implementation of Code 

and Rules. 
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Staff Training 

 

6.1  It is considered highly essential 

for maintenance  of efficiency in the 

collection of returns and various other 

operations in the employment market 

information programme that the officers 

and staff engaged on this work are 

properly trained in the methodology and 

techniques developed in this connection.  

The Employment Officer-in charge of an 

Exchange should ensure that every  

member of the staff is trained in EMI 

operations;  In the staff meetings, new 

instructions or changes in procedure 

should be discussed and the staff 

members explained how to review the 

Employers’ Register,  ensure  maximum 

response from Employers by planned 

follow-up and the method of analysis 

and interpretation of the data collected 

from employers in conjunction with the 

Employment Exchange statistics.  The 

Staff Training Unit of the State 

Directorate may also organize regular 

training courses for the staff at state 

level. 

 

6.2  The SEMI Unit and the DGE.  

should arrange regular training courses 

for Employment Officers at State and all 

India level.  Since  at smaller exchanges 

the same officer has to deal with 

placement and EMI work, the aim 

should be to train all Employment 

Officers in the EMI procedure.  At 

bigger Exchanges, rotation of work 

among officials should be so arranged 

that  the EMI work does not suffer when 

an officer/staff member is absent or is 

transferred away. 

 

 

 

 

Inspection of EMI Units 
 

CHAPTER VI 

 

VARIOUS GENERAL INSTRUCTIONS 
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6.3  With the development of EMI 

programme and with greater 

decentralization of work, there is need 

for regular and frequent inspection of 

EMI Units by the SEMI Unit officers to 

ensure uniformity of standards and 

accuracy of information collected.  The 

programme of inspection should be  so 

planned that each EMI Unit is inspected 

at least once in two years.  The 

inspection should be followed by 

discussion of various points arising out 

of inspection , with the officers and staff 

concerned, with a view to rectify the 

shortcomings detected during the course 

of inspection.  A check-list of points for 

inspection of EMI Units is given at 

Appendix II(12) (Volume II). 

 

6.4  The Inspecting Officers of the  

State headquarters as also of the Central 

headquarters should during their 

inspection/evaluation of the  Exchanges 

also inspect the EMI work along with 

other items of the Exchange. 

 

Technical Working Group  

 

6.5  To advise the State Director on 

matters relating to the development of 

the EMI programme in the State, a 

Technical Working Group will be set up 

at   each State headquarters.  This 

Working Group should be composed of 

representatives from the Planning  

Department, Development Department, 

Industries Department, Education 

Department,  Economics and Statistics 

Department, the Labour Commissioners 
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Organisation and the Economics 

Department of the University/College.  

The Secretary to the State Government 

concerned with the Employment Service 

Organisation should be the Chairman of 

the Working Group and the SEMI unit 

Officer, its Member Secretary. 

 

Special Studies 

 

6.6  Special Studies-The routine work 

regarding collection and analysis of 

employment market information should 

be decentralised as far as possible and 

SEMI units should concentrate on 

special ad-hoc studies for which regular 

programme should be drawn up every 

year.  Where necessary, joint studies 

may be undertaken by two or three 

neighboring States.  Similarly, 

Employment Exchanges may also 

undertake from time to time, special ad-

hoc studies on subjects concerning 

employment and unemployment, 

particularly those subject, on which data 

are not made available by regular EMI 

reports, in consultation with the SEMI 

Unit. 

 

Weeding of Records Pertaining to 

EMI Programme 

 

6.7  Returns ER-I and ER-II: Return 

ER-I should normally be preserved at the 

Employment Exchange concerned for 

one year.  However, return ER-I, on 

which further action is required to be 

taken under the provisions of the 

Employment Exchanges. (Compulsory 

Notification of Vacancies) Act, 1959, 

should be preserved for a longer period 

as may be necessary.   Return ER-II 

should normally be preserved for a 

period of four years from the date of 
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enquiry.   The intention is that the 

occupational return collected, say in 

2021 could be available for comparison 

with those collected in 2023and 2025, if 

necessary. 

 

EM-I Envelopes: These should be 

maintained permanently as they 

constitute the  basic records from which 

information about individual 

establishments would be available.  In 

the Employers Register, however, only 

current  EMI envelopes should be filed; 

totally used EM-I envelopes  should be 

filed inside the current EM-I envelopes.  

Cancelled EM-I envelopes should be 

removed and filed separately. 
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Historical Background 
 

1.1 The concept of Vocational 

Guidance is inherent in the placement 

services.  However, specific programmes 

aimed at serving certain needs were 

formulated following the 

recommendations made by the Secondary 

Education commission in 1953 and the 

Training and Employment  Services 

Organisation Committee(Shiva Rao 

Committee) in 1954.  Subsequently the 

ILO Convention(No.88) concerning the 

organisation of the Employment Service 

was ratified by the Government of India 

in 1959. 

 

1.2 While the above mentioned 

events directly precipitated the guidance 

services in the N.E.S., it may be 

mentioned, that a number of other 

Commissions and Committees appointed 

by the Central and State Governments in 

the past caused awareness as to the 

guidance needs, clarified relationships 

between different factors or areas or re-

defined nature and scope of guidance 

services.  Notable in this context are the 

Mudaliar Commission, the Kothari 

Commission and the Mathew Committee 

reports. 

 

1.3 Guidance is considered beneficial 

for the individual as well as to the 

society.  It helps an individual by 

providing assistance in solving problems 

relating to choice of career, occupational 

change and adjustments.  From the 

standpoint of the society, it is one of the 

means of achieving proper utilization of 

manpower.  Indirectly,  it helps in raising 

productivity and in minimizing 

unemployment/under-employment. 

 

 

 

 

1.4     Vocational Guidance is an aspect 

of guidance, having focus on the 

problems relating to vocational life.  

Guidance services are, therefore, a 

constellation of services concerned with 

educational, vocational, personal, social 

or health aspects; such labeling has been 

done for practical considerations.  

Vocational Guidance has since been 

defined in Chapter II(Part I) of this 

Manual.     

 

Objectives 

 

1.5 Objectives of the Vocational 

Guidance Programme basically serve the 

overall objectives of the N.E.S.; since 

guidance is integrated with the placement 

functions as a whole. 

 

1.6 Following are some  of the 

specific objectives of  Vocational 

Guidance in the Employment Service:- 

 

i)        to suggest measures with a view to 

enhancing the     employability of  

an individual or groups of 

individuals;    

 

ii) to offer assistance to an individual 

or groups of individuals in 

preparing to choose, change and 

adjust to occupational life;  

 

iii) to evaluate the strengths and 

weaknesses of  the individuals 

and match them with the job 

requirements ; 

 

iv) to generate awareness and  

 

CHAPTER-I 

ORGANISATION AND FUNCTIONS 
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appreciation of the realities of   

employment market in the 

community; 

 

v) to collaborate or co-operate with 

other agencies in the field of 

guidance to stimulate and  

promote joint efforts; and 

 

vi) to promote self-employment. 

 

Functions  

 

1.7 The functions of the N.E.S. with  

regard to Vocational Guidance  are:- 

 

i) to collect and compile 

occupational information and to 

disseminate it to individuals and 

groups of  individuals;  

 

ii) to provide individual guidance 

(Counselling services) to those 

who require such assistance;  

 

iii) to maintain liaison with 

employers and heads of training 

institutions, to develop and 

promote placement of suitable 

applicants in institutional/in plant 

training or in apprenticeship or 

advertised jobs; 

 

iv) to participate in guidance 

programmes conducted by other 

government or voluntary 

agencies; 

 

v) to  develop tools and techniques 

for improving the efficiency of 

Vocational Guidance Programme; 

 

vi) to impart necessary skills to 

personnel operating the 

programme ;  and 

 

vii) to educate the public by 

undertaking suitable publicity 

measures to arouse community 

consciousness and encourage 

maximum utilization of guidance 

services. 
 

Organisational Set-up 

 
1.8 The DGE has a Central 

Vocational Guidance Unit to assist in 

matters pertaining to policies, procedures, 

evaluation, development of tools and 

techniques and co-ordination of guidance 

services at the National Level.   The 

D.G.E is assisted  by the Central Institute 

of Research & Training(now NICS) in 

Employment Services in such matters in 

general  and in the training of personnel 

and collection and compilation of 

occupational information in particular.  

There is a  Self Employment Promotion 

Cell presently working as a part of 

Vocational Guidance(Guidance Services) 

Unit at DGE (Head Quarters) and a Self 

Employment Guidance Cell  in NICS. 

also. 

 

1.9 The State Directorates of 

Employment have State Vocational 

Guidance Units to assist in matters of 

supervision, field-training, technical 

guidance, implementation, inspection and 

co-ordination of guidance activities at the 

State level. 

1.10 A State Co-ordination Committee 

consisting of representatives of the 

Education Department, State Bureau of 

Educational and Vocational Guidance, 

Manpower Department, employer’s 

organisations etc.  nominated by the State 

Government assist the State Director in 

achieving collaboration with guidance 

programmes in the fields of education, 

health, community development, etc. 
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1.11 In Employment Exchanges where 

Vocational Guidance Units exist and at 

the University Employment Information 

& Guidance Bureaux, the entire 

programme of guidance is operated.  In 

other Employment Exchanges, essential 

minimum programmes concerning 

collection and dissemination of 

Occupational Information is operated.  

1.12 District Co-ordination 

Committees are constituted at 

Employment Exchanges where  

Vocational Guidance Units exist. The 

Committee has representatives of 

different Government departments, 

important employers, parents, 

counsellors, voluntary organisations or 

associations nominated by the State 

Government and interested in guidance 

activities.  The Committee meets 

quarterly or half yearly at the discretion 

of the State Director and suggests 

measures to make guidance programme 

more realistic and to achieve participation 

of all interested in the guidance services 

rendered. 

1.13 At the U.E.I.G.B., an Advisory 

Committee is constituted to represent 

constituent institutions, various faculties, 

student welfare services, important 

employers, State Director of 

Employment, voluntary organisations, 

D.G.E . etc.  The Committee assists the 

Vice-chancellor in matters of developing 

and implementing effective guidance 

services. 

1.14 Guidance services are an integral 

part of the National Employment Service.  

Consequently, functioning of Advisory 

Committees attached to the field units 

and the State Directorates and the DGE 

should be seen as an organisational 

mechanism instituted for the furtherance 

of the programme and should be fully 

used for communication at these levels. 

1.15 The National Employment 

Service, through the network of 

Employment Exchanges and Self-

Employment Promotion Cells is 

functioning as a promotional agency with 

the main objective to create necessary 

awareness among the un-employed youth 

about the Employment Market situations 

prevailing in the country, enlightening 

them about facilities available for Self-

Employment and suitably monitoring, 

guiding and assisting the youth for 

diverting them towards taking-up       

self-Employment. 
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Types of Tools 

 

2.1 The term “tools” refers to forms, 

schedules, informational materials, 

psychological tests and devices designed for 

and used to facilitate the process of giving 

guidance. 

 

2.2 The problems faced by the guidance-

seekers vary through a very wide range.  

Therefore, the type of tools which may be 

used in guidance also vary through equally 

wider range.  It makes the task of enumerating 

the different tools rather difficult.  However, 

they may be classified into the following 

broad types : 

 

(i) Non-testing (psychological  devices, 

information materials, forms and 

schedules; and 

 

(ii) Testing (Psychological tests-  Verbal, 

Non Verbal and Performance). 

 

2.3 Some of the commonly used tools are 

as follows: 

 

(i) Interview – It is a face-to-face 

conversation between the 

interviewer and the interviewee 

directed to achieve mutually agreed 

goal(s) relating to choice of career, 

change of occupations or 

occupational adjustments.  It is thus 

a primary tool for obtaining, giving 

and interpreting pertinent 

information.  The information may 

relate to one or more aspects or 

factors viz., economic, social, 

psychological, personal, 

educational, health, family 

circumstances etc. of the guidance-

seeker as also the general factors as 

of employment situation, 

recruitment practices and available 

job or training opportunities etc.  

Planning and preparation for the 

conduct of an interview is, 

therefore, essential in order to 

eliminate less useful areas or aspects 

and make it effective.  In this 

context an interview will comprise 

three stages viz. (a) identifying the 

interviewee’s problem(s)  or 

need(s),     (b) obtaining, giving and 

interpreting pertinent information, 

(c)  crystallising a feasible plan of 

action; and (d) maintaining the 

summary-record of the interview. 

 

(ii) Personal Information Form (VG-IA) 

– The form is used for 

systematically obtaining bio-data of 

a guidance-seeker.  Exhaustive 

information about an individual is 

essential in planning and conducting 

counselling interviews.  The form is 

designed to help the Employment 

Officer to appraise the applicant’s 

personality, from all possible angles, 

in understanding his ability to take 

realistic decisions and his awareness 

as to the problems confronting him.  

As such, the form is useful in 

structuring and preparing for an 

interview on the basis of 

information given therein by an 

applicant.  A copy of form VG-IA is 

given at Appendix I(1) of  Vol. II. 

 

 

(iii) Interest Check List – Interest Check 

CHAPTER II 

 

TOOLS FOR GUIDANCE 
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List prepared by the Directorate 

General of Employment and 
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(iv) Interest Preference Schedule-It has 

been observed that even when the area 

of interest is known the response to 

suggestions for different employment 

or training opportunities in the same 

area of interest varies from person to 

person.  Interest Preference Schedule 

will help in determining specific job 

or training opportunities, the 

individual may prefer within the broad 

area of interest.  Obviously, this has to 

be given to those applicants who show 

positive preferences for jobs or 

training within the broad area of their 

interest. 

 

(v) School Report/Cumulative Record – 

Schools having counsellors or career 

masters are generally maintaining 

cumulative records in respect of 

 

(vi) Occupational Information – 

Occupational Information is the 

most important tool in Vocational 

Guidance.  It covers information 

pertaining to one or more aspects of 

an occupation, whether published or 

otherwise.  It may be in the shape of 

factual data or a publication 

intended to narrate, clarify or 

explain closely related facts about 

occupations.  Whatever the shape 

and coverage, it should be described 

as a tool only if it is authentic, upto-

date and unbiased.  Career literature 

meeting the above criteria is 

published by several agencies, 

organisations, Government 

departments besides, the State 

Directorates and the DGE.  
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Training (now DGE) is intended to 

assist Employment Officers in 

discussing the vocational interest of 

applicants during individual 

guidance interviews.  It is not an 

interest test or an interest inventory

 based on 

experimental and statistical 

investigations.  The results of the 

Check List only provide an 

indication of positive potential areas 

of interests.  The interest Check List 

should not be used in all cases of 

individual guidance in a routine 

manner.  In several cases, the 

interests of the applicant are more or 

less clear from the VG-IA form and 

the data obtained in the interviews.  

It should be used in those cases 

where the Employment Officer feels 

the need for re-checking the 

applicant’s interests. 

each student which contains 

valuable information relating to his  

economic background, family 

situation, extra-curricular 

participation, attitudes, habits and 

scholastic and psychomotor 

strengths and weaknesses and 

special problems, if any, etc.  

E.O.(V.G.) may request the school 

authorities for an extract of the 

Cumulative Record in respect of an 

applicant if considered essential for 

giving guidance,  provided that the

 school is known to be 

maintaining such records.  The 

school authorities should be assured 

that the extract would be used for 

purposes of guidance alone and  be 

treated as strictly confidential.  Such 

extracts, whenever obtained should 

be filed in the VG - I card of the 

applicant. 
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Some of the DGE publications are 

mentioned below : 

 Bulletin on Job Opportunities in India 

 Occupational-Educational Pattern of 

Employees in India. 

 Quarterly/Annual Employment 

Review. 

 Employment Exchange Statistics. 

 National Classifications of 

Occupations 

 Guide to Careers. 

 Career Information Series. 

 

 

(vii) Psychological Tests – Psychological 

Tests require a certain amount of 

training in their administration and 

interpretation of results, and may 

measure one or more characteristics 

of an individual.  Ordinarily, 

Employment Officers are not 

expected to use any of such tests 

unless they have been specifically 

trained in their administration and 

interpretation.  Psychological tests 

are classified, usually, according to 

the purpose to which they are 

applied viz. selection, guidance and 

clinical tests.  They are also 

classified as individual tests or 

group tests, performance tests or 

paper and pencil tests, as verbal or 

non-verbal tests depending on their 

nature and method of 

administration.  The DGE has 

developed a battery of  Aptitude 

Tests for purposes of selection of 

trainees to the Industrial Training 

Institutes in engineering and non-

engineering trades, and of 

Apprentices under Apprentices Act, 

1961(if specifically requested by an 

employer). The testing facility is 

provided to the Industrial 

Establishments on certain terms & 

conditions including nominal testing 

fee laid down by the DGE for the 

purpose.  The DGE is responsible 

for development or adaptation of 

psychological tests for use in the 

NES and also for the training of 

personnel in using those as and 

when such tests are standardised.  
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3.1  Guidance programme comprises of 

activities   conducted in and outside the 

premises of an Employment Exchange or 

UEIGB in order to render vocational 

guidance to individuals or group of 

individuals. 

ACTIVITIES IN THE PREMISES 

Group Discussions 

3.2  Immediately after the Pre-

Registration Guidance talk, discussions with 

homogenous groups of applicants will be 

held.  While such discussions are primarily 

intended for applicants seeking registration, 

other interested visitors also be allowed to 

participate.  Applicants should be divided 

into convenient groups according to their 

educational levels.  Where possible and 

necessary, each group should be attended to 

by an Employment Officer.  It will, 

however, be ensured that other officer 

entrusted with this work are properly briefed 

and equipped by the E.O(VG)/E.O.  

3.4   Employment Officer will ascertain 

the educational level of the group and 

initiate discussion on occupational, 

educational, training or apprenticeship 

opportunities appropriate to the group. He 

should give relevant information on specific 

opportunities, trends of opportunities, 

shortages and surpluses etc. to guide the 

discussion realistically.  He should 

encourage the group to discuss opportunities 

from different angles by posing stimulating 

questions.  At the end, he should sum-up to 

highlight important points raised and 

publicise relevant guidance services which 

the participants may utilise further. 

3.5   Group discussions planned for 

special categories may however, be designed 

not only to cover available opportunities 

appropriate to the group but also cover 

different aspects of choosing a career in a 

series of discussion-session. 

3.6   Each session may last for 30 to 40 

minutes depending upon the availability of 

time as also the interest taken by the 

participants.  Usually a group of 10 to 15 

will be convenient to handle and facilitate 

discussions.  Ordinarily, these sessions 

should be held in the O.I. Room ensuring 

adequate seating arrangements and facilities 

for use of visual aids etc. 

3.7   A running record of group 

discussions held should be maintained in 

VG – 64{Appendix I(1) of Vol.  lI}.  

Registration Guidance 

3.8  All educated fresher presenting 

themselves for registration should be given 

brief Guidance during the registration 

interview. Applicant’s chances of obtaining 

employment sought for by him should be 

briefly discussed on the basis of information 

provided on the    X-1(A,B & C) and that 

obtained in addition through appropriate 

CHAPTER III 

GUIDANCE PROCEDURES 
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3.3   Group discussions may be held more 

than once in a day if the situation so 

requires.  Discussions may be held in 

conjunction with registration interviews.  In 

addition, special sessions should be 

organised to extend the benefit to specific 

categories of applicants such as Scheduled 

Castes, Scheduled Tribes, Other Backward 

Classes, Disabled, Ex-servicemen, Women,
 etc.  Local registrants may be notified about

 these special sessions, should they choose to

 take advantage.  A notice should be 

displayed in the waiting hall / Occupational 

Information Room and announcements 

made during the Pre-Registration Guidance 

talks to attract participants. 
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questioning.  Usually, information regarding 

the applicant’s family background, 

economic situation, special problems or 

peculiarities about health, social-personal 

conditions, previous work-experience, if 

any, mobility etc. will be considered.  

Information about appropriate opportunities 

of full-time, part-time or self-employment or 

those of training, apprenticeship etc. should 

be provided.  The applicant should be 

encouraged to choose his line of action. 

3.9  A brief entry about opportunities 

discussed should be made on X-1(A,B & C) 

indicating the applicant’s preferences.  The 

X-1(A,B & C) should be filed in the X-1 

which should be stamped “Registration 

Guidance”.  An entry “R. G.” should be 

made in the remarks column of the      X-63 

also.  A running record of registration 

guidance should be maintained in VG - 

68{Appendix I(1) of Vol.  lI }. 

Individual Information 

3.10   Enquiries about training facilities, 

job opportunities or other aspects of career 

planning etc. should be answered by the 

E.O(VG)/E.O or any other member of the 

staff entrusted with such responsibility.  

Similar enquiries made by post should also 

be attended to and answered expeditiously.  

In the event that the desired information is 

not readily available and if it is expected to 

be procured within a reasonable time an 

interim reply should be sent stating that 

action is being taken in the matter.  

Immediate steps should be taken to obtain 

the information from appropriate sources 

and the query answered when information is 

obtained.  Entries of such queries attended to 

should be made in the book register 

maintained in Form VG -65{Appendix I(1) 

of Vol.  lI }. 

 

Individual Guidance (Counselling) 

3.11   Vocational Counselling is a method of 

helping an individual in planning his career, 

choosing an occupation, course of 

education, training, apprenticeship etc. and 

in making effective adjustments for a 

productive or satisfying career.  It consists 

of one or more interviews with the 

individual who is given such help.  The 

interview is planned on the basis of the bio-

data supplied by the individual on the 

Personal Information Form VG -IA. 

3.12   E.O(VG)/E.O should study the bio-

data and prepare himself for conducting the 

interview to discuss specific opportunities or 

aspects relevant to the problems revealed in 

the Personal Information Form. 

3.13  Individual guidance should be 

provided to all who require personalised 

assistance with regard to one or more 

problems pertaining to the choice of career.  

Effective publicity should be made about the 

availability of such help during other 

Exchange activities. 

Review of Old Cases 

3.14  Invitations for Individual guidance 

should also be extended to applicants borne 

on the Live Register for a reasonable longer 

period with or without successful 

submission history.  The Live Register 

should be scrutinised regularly to identify 

deserving cases.  Following are some of the 

type of cases that may be considered : 

(i) Educated freshers who have not been 

submitted even once after remaining 

on the Live Register for more than 

three years ; 

(ii) Educated applicants who have been 

submitted unsuccessfully three times 

or more; 

(iii) Applicants belonging to shortage 

categories who have fewer or no 

local opportunities; and 

(iv)  Applicants who are more likely to 

be confronted with special problems 

as in the case of the Persons with 
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disabilities; Ex-servicemen, 

Scheduled Castes, Scheduled 

Tribes, Other Backward Classes etc. 

3.15  Invitations extended to the 

applicants should among other things 

specify the date and time of interview 

proposed and also motivate them to render 

the Form V.G.1A duly filled up in advance 

so as to get the most from the discussions. 

3.16 In case persons requiring such 

assistance are identified during their 

participation in other Exchange activities 

and are physically present, Personal 

Information Form should be supplied on the 

spot.  An appointment for counselling may 

be fixed up for another day or the same day 

suiting the mutual convenience of 

E.O(VG)/E.O. and the individual.  

Appropriate entries should be made in         

VG – 69   {Appendix I(1) of Vol.  lI }. 

Counselling Interview 

3.17 Privacy, adequate seating arrangements 

and congeniality should be ensured for 

conducting the interview.  The individual 

should be encouraged to freely discuss his 

strong points and weakness, vocational 

plans, aspirations and possibilities in relation 

to his achievements, social, economic and 

family background through suitable 

questioning.  Adequate occupational 

information should be presented at 

appropriate stages to stimulate realistic 

approach and instill self-confidence in him. 

3.18   Broadly, a counselling interview will 

comprise the following steps though not in a 

rigid sequence : 

(i) Every effort should be made to help 

the individual understand and assess 

his own strengths, weaknesses and 

peculiarities, and those of his 

situation ; 

(ii) Details of relevant opportunities 

should be presented to enable him to 

take decisions and accept 

responsibility therefor; 

(iii) The individual should be helped to 

spell out a plan for action to be 

followed to implement the decisions 

taken during the interview. 

3.19   Summary of Counselling interviews 

should be recorded and objective of 

registration of job-seeker  may also  be 

mentioned after probing the job-seeker in 

form VG -1A {Appendix I(1) of Vol.  II}. 

3.20   VG -1 cards should be prepared in 

respect of all applicants guided individually 

and VG -1A and other papers filed 

chronologically in it.  Guidance code 

numbers should be assigned according to the 

system given at Appendix III(1), Vol. II.  

Registration number and N.C.O. code 

number should also be noted, wherever 

appropriate, in the columns provided on VG 

–1 {Appendix I(1) of Vol.  lI }. 

3.21    A running record of all individually 

guided applicants should be maintained in 

Form VG-63.  The serial number in VG-63 

and the serial number assigned to the VG -1 

card should be one and the same. 

3.22   Old cases taken up for review should 

be dealt with just like fresh cases in matters 

of raising VG -1 Cards.  An entry “Review” 

should be made in the remarks column of 

VG-63 in order to facilitate identification of 

such cases. 

3.23 (a) VG -1 cards should be retained 

for a period of five years from the date it 

was raised.  In the event that the applicant’s 

Index Card lapses, it should also be retained 

along with the VG -1 card. 

(b)   When the Index Card of an 

individually guided applicant is transferred 

to another Exchange, his VG -1 card also 

should be transferred therewith under 

intimation to him. 
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(c)        The exchange receiving the VG -1 

card on transfer should retain it giving 

reference to his new registration number,  

after assigning it a new serial number and 

making suitable entries in VG -63.  If the 

Exchange is not having a VG Unit, the VG -

1 card should be filed in the X-1. 

Case Studies 

3.24    E.O(VG)/E.O should select not 

less than two cases of individually guided 

applicants during each quarter for the 

preparation of case studies.  The selection of 

cases may be based on one or more of the 

following characteristics :  Peculiarity of 

problem(s), involvement of other persons or 

agencies, uniqueness of counselling 

techniques employed, and/or tangible results 

achieved.  The case studies should be 

prepared in a narrative form giving essential 

bio-data, problem(s) confronted, specific 

information supplied, techniques used in 

counselling, plan of action evolved and 

results achieved etc. Care should, however, 

be taken to conceal the identity of the 

applicant. 

3.25 Two case studies prepared as above 

should be sent to the D.G.E. and the State 

Director  by the 10
th

 of the month following 

the quarter to which the case studies relate.  

E.O(VG)/E.O should exercise his 

imagination in deciding the merits of cases 

for purposes of reporting as stated in para 

3.24 above.  If no case meets the expected 

standards, a nil report should be rendered. 

Follow-up of Guided Applicants 

3.26  An applicant who received individual 

guidance may himself like to seek another 

opportunity to personally discuss with the 

E.O(VG)/E.O. specific aspects or problems 

arising out of changes in his situation after 

initial counselling, or may request for 

further information/clarification on specific 

suggestions through post.  In order to 

facilitate such contacts, each applicant 

should be handed over VG –I F card, after 

making appropriate reference entries 

thereon, at the conclusion of counselling 

interview. 

3.27   On receipt of VG –I F card from an 

applicant, the E.O(VG)/E.O should invite 

him giving suitable date and time for further 

counselling or supply required information. 

Appropriate entries should be made on VG -

1  and VG -1A. 

3.28  Cases of individually guided 

applicants should also be followed up in 

accordance with the plan of action recorded 

on VG -1A and VG -1 to check the progress 

made by each client in implementing it, and 

to extend further possible 

assistance/information that may be of help to 

the guided applicant in this respect. 

Activities Outside the Premises 

3.29   In order to cause general awareness 

and create an impact of guidance 

programmes, Employment           Officers 

should maintain close liaison with 

institutions imparting academic, vocational 

or technical education, voluntary 

organisations and associations within the 

jurisdiction of the Exchange. 

Career Talks 

3.30  Talks should be delivered to students 

of school/colleges in order to disseminate 

pertinent occupational information. Such 

talks should be planned in advance and 

publicised.  Depending upon the local needs, 

the situation and the co-operation extended 

by institutions, the plan of career talks may 

cover selected schools/colleges singly or in 

convenient groups. 

3.31   Career talks may be arranged for the 

benefit of students of standard VIII and 

above in schools; in case of colleges, 

students of particular faculties may be 

addressed at a time.  The subject matter may 

range from how and why of career planning 

207



Chapter-III/PartIII/ Vol.I/ NESM /2022/ 

to disseminating information about broad or 

specific fields of opportunities. 

3.32   Career talks may be delivered either 

as a series in the same set of institution(s) or 

as independent talks at different institutions 

depending upon the plan prepared. 

3.33   It is not essential that E.O(VG)/E.O 

should deliver all talks.  He may draw upon 

outside Speakers including the 

school/college counsellors where available.  

However, outside Speakers should 

invariably be provided guidelines for the 

proposed talks and supplied all necessary 

information regarding occupations as well as 

the audience. 

3.34  A running record of career talks 

delivered should be maintained in form VG 

–66 {Appendix I(1) of Vol.  II }. 

Career Exhibition 

3.35   E.O(VG)/E.O. should organise 

exhibition of career information and 

literature particularly in different schools by 

rotation for a period of one week.  However, 

arrangements for explaining the information 

displayed should be made.  Teachers should 

be encouraged to arrange visits of students 

of their classes by a plan.  Career talks may 

also be arranged during the exhibition. 

Information Service 

3.36  School and colleges should be supplied 

handouts, bulletins,  career literature and all 

other informational material of benefit to the 

students.  E.O(VG)/E.Os.  should encourage 

the institutions to display all information 

supplied in a manner that would ensure its 

proper utilisation. 

V. G. Bulletin 

3.37    V.G. Unit/U.E.I.G.Bx. may with the 

prior approval of the State Director publish a 

periodic bulletin giving useful information 

pertaining to current employment situation 

and details of different opportunities for free 

distribution. 

Career/Information Corners 

3.38   Where an institution has either a full-

time or part-time guidance worker, 

E.O(VG)/E.O. should render every possible 

assistance to him in establishing an 

information corner equipped with up-to-date 

information. 

Industrial Visits of Students 

3.39  Employment Officers should 

encourage the educational Institutions and 

render help in arranging visits of students to 

different industrial establishments.  The 

employer should be requested to arrange 

conduct of such visits and to explain the job 

contents to the students. 

Career Conferences 

3.40  During the annual functions, 

gatherings etc. the institutions should be 

encouraged to organise Career Conferences. 

E.O(VG)/E.O should render to them 

assistance in matters of planning such 

conferences, in identifying speakers, and in 

executing the plan.  Career exhibition may 

also be arranged on such occasions.  

Similarly, a well planned series of career 

talks or group-discussions may follow such 

Career Conferences depending on the 

availability of resource personnel and time. 

Career Campaigns  

3.41  With the stress laid on rendering 

services to rural youth, the Employment 

Officer (V.G.)/Employment Officer  should 

organise career campaigns to apprise them 

of the occupational and self-employment 

opportunities/schemes and to arouse interest 

among them, with regard to the Planning of 

Careers.  Self Employment being an integral 

part of Vocational Guidance Services, the 

employment-exchanges should be well 
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equipped with material and trained 

personnel to achieve an objective to 

enlighten the youths about facilities 

available for Self Employment and suitably 

motivating, guiding and assisting them for 

directing them towards taking-up Self 

Employment.  Alongwith, he should have 

mobile set of material to be displayed, such 

as posters, placards, roll-up-boards, etc. 

Out Reach Programme 

3.42  Employment Officers (V.G.)/E.O  very 

well know that these rural young people 

have not been benefited much.  Because of 

lack of knowledge and resources they cannot 

compete with urban people on equal footing 

even though intellectually they do not lag 

behind.  For the benefit of these people an 

outreach programme has been prepared to 

reach the farthest and inaccessible pockets.  

They should, therefore, extend their full 

hearted assistance to this group of people. 

Model Vocational Guidance Units 

3.43   A model V. G. Unit is required to be 

established in each state with the intention to 

serve as an ideal one to be followed by other 

V.G. Units .  These units may also seek 

professional know-how and experience from 

the model VG  Unit to be emulated 

effectively in their own units.  
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Co-ordination with Employment 

Exchanges/Institutions. 

4.1 With the approval of the State 

Director, the Employment Officer (V.G.) 

may render assistance to another 

Employment Exchange not having a 

Vocational Guidance Unit in organising 

specific guidance activities or 

programmes. 

4.2 Employment Officer/Deputy 

Chief should maintain liaison with 

schools, colleges, different welfare 

organisations and associations and 

participate in their guidance 

activities/programmes.  Efforts may be 

made to encourage activities planned 

and operated by the Vocational 

Guidance Unit/U.E.I.G.B. 

4.4 Vocational Guidance 

Unit/UE.I.G.B. should cooperate with 

the Special Employment Exchange for 

the Persons with Disabilities, National 

Career Centres for Differently Abled, 

National Career Centres for the 

Scheduled Castes and Tribes etc. where 

these special offices exist. 

4.5 Employment Officer 

(VG)/Deputy Chief should enlist the co-

operation of the Rajya/Zila Sainik Board 

in matters of guidance activities planned 

for the benefit of Ex-servicemen. 

Ad-hoc Publications and Special 

Studies 

4.7 Similarly, ad-hoc publications 

giving up-to-date Occupational 

Information for the benefit of students, 

job-seekers etc. should be brought out 

and distributed to the users/consumers of 

information. 

4.8 State Directors should co-

ordinate the work pertaining to special 

studies and ad-hoc publications in order 

to avoid duplication of efforts. 

Hobby Workshops 

4.9 Educational institutions, 

particularly the Universities may provide 

financial and personnel assistance to the 

U.E.I.G.Bx. in establishing Hobby 

Workshops with a view to offer their 

alumni opportunities to acquire specific 

occupational skills and thereby utilise 

leisure time more profitably.  The 

CHAPTER IV 
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4.6 University Employment 

Information and Guidance 

Bureau/Vocational Guidance Unit may 

plan and conduct studies/surveys 

(relating to characteristics of 

employment situation, employment 

seekers etc.) having a bearing on the

 guidance services.  Such projects may be

 undertaken by the University 

Employment Information and Guidance 

Bureau in consultation or collaboration 

with appropriate faculty(ies) of the 

University. 

4.3 Educational/ training institutions 

should be rendered all possible 

assistance in organising career 

conferences, information corners and 

schemes or projects such as  “earn 

while you learn”, exploring part-time 

employment on the campus, study-

groups for self-employment, etc. 
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Employment Officer may be required to 

organise and manage the Hobby 

Workshop. 

Development of Part-time 

Employment 

4.10 U.E.I.G.Bx. may explore 

opportunities of part-time employment 

for the alumni both on the campus as 

well as outside.  Such opportunities may 

be identified by conducting surveys and 

developed through planned contacts with 

employers to the extent possible within 

the resources of the Bureau.  A scheme 

for referral work should be drawn with 

the approval of the Advisory Committee 

and operated to assist the student 

community. 

Coaching for Competitive 

Examinations/Interviews etc. 

4.11 Coaching classes may be 

organised to help willing students to 

prepare themselves for various 

competitive examinations held on a 

regular basis for purposes of 

recruitment/selection of in-service-

trainees. 

4.12 Mock-interviews  may also be 

arranged to provide applicants adequate 

exercise in preparing for and facing 

employment interviews.  

Earn While You Learn 

4.13 With a view to encouraging the 

students to use their leisure time in 

learning useful arts and crafts, in 

developing in them appreciation of the 

dignity of labour and in assisting them to 

make a smooth transition from the 

academic world to the world of work, 

the Bureaux could arrange petty jobs like 

proof reading, book binding, candle 

making, wrapping of soaps, etc., in 

collaboration with other agencies like 

university departments, printing presses, 

soap factories, etc. 

Talent Bank Scheme 

 4.14 Employers in the private sector 

need efficient, hard working, intelligent 

and smart candidates to man their 

managerial and executive posts.  Normal 

submission action by the Employment 

Exchanges is usually not able to cater to 

this demand. It is, therefore, essential 

that some steps are taken by the Bureaux 

to meet this need of private sector 

employers.  This could be achieved in 

the following manner :- 

The Bureaux should, in 

collaboration with the university 

authorities, select a group of talented 

students from amongst those who are 

studying in the final years of graduation 

and /or post-graduation. Those who are 

holding a consistently good academic 

record starting from matriculation should 

be considered.  Importance should also 

be given to personal attributes of the 

candidates like good health, poise, 

pleasing personality, good command 

over the language, etc.  These students 

should then be prepared through special 

coaching for taking up managerial and 

executive posts in the big industrial and 

business houses.  The Bureaux should 

involve the senior managers/executive of 

the industrial/business houses in the 

Coaching programme. 

Campus Recruitment Programme 

4.15 Many employers, specially in the 

private sector, have a wrong notion that 

the employment service can offer only 

second rate candidates and so do not 

utilise our services.  It would be 

profitable if the major employers of the 

211



                                                                                                       Chapter- IV/ Part III/Vol.I /NESM /2022/ 

area are called to the Bureaux and 

allowed to meet and discuss with the 

candidates in an informal manner.  Such 

meetings are likely to result not only in 

greater placement but would also 

improve the image of the employment 

service. 

Publication of Career Literature 

4.16  The Bureaux should endeavor to 

bring out career monographs and 

booklets/e-books giving detailed 

information about the availability of 

various careers and courses and 

employment opportunities in different 

occupational fields.  These can be of 

great help to the candidates in knowing 

about the world of work.   

Publicity Measures 

4.17 Guidance services need to be 

publicised vigorously for various 

reasons.  These services having been 

introduced after the introduction of the 

placement services are often either 

underestimated or overestimated in the 

community.  Every effort should, 

therefore, be made to create proper 

understanding of  the services in the 

context of the prevailing situation, 

having regard to the growth of 

educational, technical and professional 

training facilities on the one hand, and 

shortages and surpluses of manpower 

amidst contracted employment 

opportunities on the other. 

4.18 Employment Officer should 

utilise every opportunity to clarify the 

role of guidance services during 

meetings/discussions with teachers, 

parents and all other sections of the 

community.  The medium of press, inter-

net facility, radio and television should 

also be fully used where necessary with 

the approval of the State Director.  The 

brief information about the Vocational 

Guidance facilities available in the 

U.E.I.G.Bx./V.G. Units may be got 

incorporated in the prospectuses and 

other publications of the colleges and of 

the Universities. 

4.19 All institutions, public libraries, 

welfare organisations should be suitably 

informed of the services available.  

Career literature, bulletins, local 

information, leaflets, posters and other 

visual publicity materials should be 

promptly and regularly supplied to them. 

4.20 Satisfied consumers contribute 

most in matters  of publicity.  All out 

efforts should, therefore, be made to 

conduct guidance programmes 

efficiently to gather tangible results 

thereof, and thus penetrate into the 

community life through activities aimed 

at causing general awareness as to the 

benefits which could be derived from the 

services. 
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Types of Information 

5.1 Occupational Information  can be  

generally  categorized  in to the following 

types:  

(a) Information on Job Opportunities ; 

(b) Information on Educational/ 

Training Facilities ; 

(c) Information on Apprenticeship and 

on –the –job Training Facilities 

(d) Information on Scholarships and 

Fellowships; and 

(e) Information on Trends, Pattern and 

Growth of Educational, Training and 

Employment Opportunities. 

Sources of Information 

5.2  Following are some of the important 

sources of Occupational Information. These 

are listed for guidance and are not exhaustive, 

as such.   

(a)  Information on Job Openings : 

(i) Advertisements inserted in news 

papers, gazettes etc. by the Union 

Public Service Commission, State 

Public Service Commission, Railway 

Recruitment Board and individual 

establishments and institutions; 

(ii) Vacancies notified to and circulated at 

different levels in the Employment          

Service ; 

(iii) ER-I and ER-II returns rendered by 

establishments under the provisions of 

the EEs (CNV) Act, 1959; and 

(iv) Career literature brought out by the 

DGE, NCER&T, State Bureaux of 

Educational and Vocational Guidance 

and various voluntary 

organizations in the field of 

guidance. 

(v) Web-sites of different employers/ 

Institutions. 

(vi) Web portals/Employment Portals 

of different organisations/agencies  

(b) Information on Educational/ 

Training     Facilities : 

  

(i) Prospectuses/ Web sites of various 

educational/ training institutions 

and Universities ; 

(ii)      Directories of training institutions 

such as those brought out by 

different Ministries, Departments, 

Inter-University Board and 

professional or voluntary 

organisations.  

(c) Information on Apprenticeship 

and   on-the-job Training 

Facilities: 

(i) Advertisements inserted in news 

papers, magazines etc. by various 

establishments and institutions; and 

(ii) Central/ Regional/ State/ Assistant  

Apprenticeship Advisers and 

Principals of  I.T.Is. 

(d) Information on scholarships and  

Fellowships: 

(i) Advertisements issued by 

Organisations/ Institutions  like  

CSIR, UGC, Universities, Central/ 

State Government Ministries/ 

Departments, NCERT, 

CHAPTER V 
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International Organisations and 

Community Trusts; and 

(ii) Schemes for financial and other 

assistance formulated by Banks, 

Community Trusts and voluntary 

organisations like YMCA, Rotary Club 

and Lions Club. 

(e) Information on  Trends, pattern and 

Growth of  Educational, Training 

and Employment Opportunities : 

(i) Census Reports, E.M. Reports, Fact 

Books and Special reports/ Reviews 

brought out by CSIR, IAMR, IAER, 

CSO, Planning Commission, DGE and 

State Department  of  Statistics and 

key informants; 

(ii) Annual Reports of 

Ministries/Departments, Banks, 

Companies and other Reports of Govt. 

Departments.; 

(iii) Schemes of self- employment  and 

related assistance of small  Industries 

Service Institutes, Industries 

Departments, Banks and Professional  

Organisation, District Industries 

Centres, Khadi and Village Industries 

Commission; and 

(iv) Career literature brought out by the 

Employment Service Offices at 

different levels. 

Collection  of  Information 

5.3    Information of the types mentioned in 

para 5.1 will include details useful at or 

peculiar to district level, State level and 

National level. That level will be determined 

by the methods of selection/ admission or the 

geographical area over which its scope 

extends e.g information about training 

facilities offered by a local Typewriting and 

Shorthand Institute,  on-the-job or short-term 

training facility developed by the 

Employment Officer with a local private 

sector employer, scholarship or 

fellowships offered by a local Community 

Trust, etc. may be termed as District level 

information. Information about training 

facilities in engineering or medicine may 

be termed as State level information as 

admissions to such professional or 

technical courses are usually made through 

competitions at the State level; a net work 

of such institutions is often administered 

by a single State level authority. 

Information about opportunities or 

facilities in respect  of which admissions 

are made through All- India competitions 

or Zonal Competitions may be termed as 

national level information. For the sake of 

convenience, information about 

opportunities occurring at the international 

level may also be termed as national level 

information. 

5.4    Collection of Occupational 

Information is to be done  on a continuing 

basis. The Employment  Officer should 

collect information  from all the 

establishments and institutions located 

within the jurisdiction of the Exchange. 

Where more than one Exchange or UEIGB 

happens to be located in the same districts, 

the work regarding collection of 

Occupational Information may be 

judiciously distributed among them by the 

State Director. It may, however, be 

appreciated that review of information 

already collected is equally important in 

order to keep it up- to- date. Ordinarily, 

information about educational  and 

training facilities should be reviewed at 

the beginning of  every academic year.  

5.5   Information will be collected by 

the Employment Officer in respect of all 

opportunities existing at all the three levels 

described in para 5.3 above in Proforma  I 
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and Proforma  II  {see Vol. II, Appendix III 

(2) }. The State Directorates/ DGE should 

collect information at the State and national 

levels respectively from such sources which 

are beyond the reach of the Exchanges.  

 

 

Transmission of Information 

5.6  The information thus obtained from 

institutions/ establishments will be scrutinised 

for details, amendments, etc. and sorted out 

according to the levels described in para 5. 3 

above. All State level and national level 

information should be transmitted to the State 

Directorate and the DGE respectively, 

retaining one copy at the Exchange. The 

transmission of information to the State 

Directorate and the DGE, as the case may be, 

should be done before 15
th

 of the month 

following the month during which the 

information has been collected. 

5.7   The State Directorates should compile 

the State level information of all the five types 

mentioned in para 5. 1 above. Copies of the 

compiled information should be supplied to all 

EEs and UEIGBx. in the State  in addition to 

the DGE. State Directors may decide upon the 

frequency of such distribution to ensure that 

up-to-date information is available at the        

Exchanges/UEIGBx. 

5.8  The DGE should compile the national 

level information of all the five types 

mentioned in para 5. 1 above. Copies of the 

compiled information should be supplied to all 

EEs and UEIGBx in addition to the State 

Directorates. 

 5.9    In order to facilitate transmission and 

compilation at different stages, coding of the 

information will be done as per the 

instructions contained in para 5.10 to 5. 12 

below.  

 

 

Filing of Information 

(a) Filing of Information Pertaining 

to Occupations  

5.10   Information pertaining to 

occupations, apprenticeship and on- the-

job training facilities should be filed under 

Family heads of the NCO i.e. information 

about all occupations in a Family should 

be filed at one place. For this purpose, the 

following steps should be undertaken : 

(i) As there are  Groups under the nine 

Divisions of the NCO, loose leaf files 

should be  opened. Each file should 

contain information  pertaining to a Group 

of the N.C.O. Name and number of the file 

should be entered on the face of the file as 

shown below : 

 Group          211 

Name :Physicists, and Earth 

Science Professionals.      

(ii) If a filing cabinet with cradle and 

folders is available for the purpose, the 

number and name of the Group need not 

be entered on the face of the file. They 

should be entered on the tab fixed on the 

top of the folder. The file should be placed 

inside the folder which rests on cradles. 

(iii) Sufficient number of copies of  

Proforma  I {See Vol.   II, Appendix  III 

(2)}  should be printed   or  cyclostyled, on 

both sides of the paper. Size of the sheets 

should, as far as possible, be the same as 

that of the file. Each of these sheets 

represents a Family of occupations. 

According to the N. C. O., a Group of 

Occupations consists of certain number of 

Families. For example Group  211 consists 

of five Families  and Group 311 consists 

of nine Families. Hence Group file as 

indicated above should contain as many 

family sheets as there are Families in that 
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particular  Group. Group File  211, for 

instance, will have five sheets and Group file  

311, nine sheets. These sheets should be filed 

in the same serial order as in the N.C.O. 

(iv) Occupational Information collected  

from  employers  and other  sources should be 

extracted and recorded in the columns of the 

relevant Family sheets. For  example, 

information pertaining to all occupations in 

the Family of Physicists & Astronomers  

should be entered in the file 211 and sheet 

2111. Similarly information about all the 

occupations in the Family of chemists will be 

entered in the same file 211 but sheet 2113. In 

the remarks column of the proforma, a cross 

reference about the source from which the 

information is extracted should be recorded.  

In the case of information about 

apprenticeship and on- the- job training 

facilities,  an appropriate entry should be 

made in the remarks column. If one sheet is 

not sufficient for any Family of occupations, 

more sheets should be added. In such cases, 

pages should be numbered for each Family. 

(b) Filing of Information Pertaining to 

Training Courses 

5.11  

(i)  Information pertaining to educational 

and training facilities should be filed 

according to Guidance Code numbers (see 

Vol. II, Appendix III(1). A Guidance Code 

number is an indication of an applicant’s 

interests and educational level. For example, 

Guidance Code number 0.4 indicates that the 

applicant is a matriculate and has interest in 

the technical line. A file with this number 

should contain all relevant information about 

technical training courses open to 

matriculates. Similarly, a file with Guidance 

Code Number 1.2 should contain all the 

information about medical and health courses 

open to graduates. In all these are 90 Guidance 

Code numbers (combination of  interests and 

educational levels ) but employment officer 

need open only those files( of interests and 

educational levels) for which the need is 

felt frequently. 

(ii) Each file opened should contain 

sufficient number of copies of proforma II 

{see Vol. II, Appendix III(2)} the number 

depending upon the size of the 

information. Information collected from 

prospectuses and other sources should be 

extracted and noted in the sheets of the 

respective file.  

(iii) If the prospectuses or other sources 

from where the information is extracted is 

in the shape of leaflets or booklets, they 

may be filed at the back of the relevant file 

for reference. In case the source is a bound 

book, it may be given a serial number and 

a cross- reference to that serial number 

made in the remarks column of the  

proforma. 

(c)  Filing   of   Information  Pertaining 

to Scholarships 

5.12 Information on scholarships and 

fellowships should be filed in a separate 

folder and  a cross- reference  to the 

relevant  job or  training opportunity file 

made in the remarks column  of the 

proforma. 

Reference  Cards 

5.13  In order  to  be able to locate all the 

information in the files useful  for a  

particular  type of applicant, it is necessary  

to maintain  Reference  Cards. For  

example, if a matriculate seeks individual 

guidance, the  Employment Officer (V.G.) 

should be able to locate information about 

all the opportunities open to him. 

5.14  For  the above purpose, Reference  

Cards should be prepared according to 

educational levels and kept in a tray on the 

desk of the Employment Officer 

(V.G.)E.O. For each level, two cards 
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should be prepared one for occupations and 

the other for training facilities. Specimen 

Reference Cards for matriculates are given in 

Vol. II, Appendix  III(3). 

5.15  The Reference Card for      

‘matriculates-occupations’ for example, will 

contain an exhaustive list of all occupations 

open to a matriculate. In the third column of 

the card, Family number of the occupations 

should be entered so that for details the 

relevant Occupational  Information file and 

the Family  sheet can be referred to without 

wasting time. 

5.16  Similarly, Reference Card for training 

should also be maintained according to the 

educational level. For example, Reference 

Card for ‘Matriculates-training’ should 

contain an exhaustive list of all the courses 

open to matriculates. Here also in the third 

column, file number and page number should 

be noted as indicated in the proforma.  

Display  of Occupational  Information 

5.17  Following are some of the important 

suggestions which should be borne in mind in 

the matter of display of Occupational  

Information : 

(i) As far as possible, information should 

be in the regional  language ; 

(ii) Presentation should be attractive and 

motivating. Contents should have relevance to 

the needs of the visitors ; 

(iii) Charts, posters and other visual aids 

should be at the eye level  of  the  visitors ; 

(iv) Detailed information, if placed for 

reading, should be purposively arranged 

bearing close relationship  with the materials 

displayed on the walls. Whenever possible, 

classification system should also be shown for 

the benefit of the  visitors ; 

(v) As far as possible, display of 

Occupational  Information may be made 

available on  web site of State Directorate, 

wherever feasible with a view to have 

access  of the job seekers, counsellors, 

teachers and  parents to the same at their  

doorstep; 

(vi) Material should not be crowded in 

a particular place; it should be evenly 

distributed over places where visitors 

normally gather for receiving various 

services and need to stay for a reasonable 

time ; and 

(vii) Material displayed should be 

reviewed frequently with a view to 

updating the contents as also highlighting  

specific aspect of the information. 

Occupational  Information  Room 
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5.18   An  O. I. Room should be set up at 

all Employment Exchanges having a V. G. 

Unit/ U.E.I.G.Bx as also at those 

Employment Exchanges where no separate 

V.G.  Unit exists and applicants  

encouraged to take full advantage of the 

facility. The physical set up of such a 

room should not only be conducive to the 

observance of the suggestions given in 

para 5.17 above but also have adequate 

arrangements for the seating of the 

applicants for consulting the literature and 

for  conducting  group  discussions and 

other guidance activities. Ordinarily, the 

O. I. Room should be distinct and  

prominently noticeable. However, if a 

separate room can not be spared, a portion 

of a room or a verandah  may be utilised 

for the purpose. One of the members of the 

staff should be made responsible for the 

proper  maintenance of the O. I Room.  



 

 
 

Scope 

6.1 The Vocational Guidance 

Programme is closely associated with the 

placement services.  It should be viewed not 

only as a measure designed to bring about 

qualitative improvements in the submission 

activities, but also as a means of enlarging 

the areas and the number of opportunities 

tapped for the benefit of job seekers.  

Employment Officer (V.G.) should, 

therefore, associate with the submission 

activities of the Exchange and explore, 

identify and utilise opportunities of 

employment, admissions to technical, 

professional, vocational institutions as also 

for apprenticeship. 

Submission Procedure 

6.2 (a)Employment Officer (V.G.) 

should scrutinise daily newspapers and other 

sources given in chapter V of this part of the 

manual for advertised opportunities.  He 

should consider all vacancies for submission 

purposes except those that are notified to the  

Exchange in the normal manner or 

circulated by Exchanges / State Employment 

Coordination Office (S.E.C.O.)CEE  or 

advertised by the Central Employment 

Exchange (C.E.E.) in the Employment 

News, unless otherwise directed by the State 

Director concerned. 

(b) In matters of submission for training, 

admissions/apprenticeships, all opportunities 

irrespective of their location should be 

considered. 

(c) All applicants, whether individually 

guided or not, should be considered for 

submission on the basis of their suitability.  

However, in matters of submissions against  

training/ apprenticeship opportunities, 

applicants who have earlier indicated 

preference for such assistance alone need be 

considered alongwith individually guided 

applicants.  

6.3 Order Cards should be raised in 

respect of all opportunities against which 

submission action is proposed to be taken 

and appropriate entries made in the Vacancy 

Order Register (X-64).  The word 

“Training/Apprenticeship” should be 

endorsed on the top of the Order Card and in 

the remarks column of the X-64 in respect of 

such opportunities for identification 

purposes. 

6.4 Applicants, who are considered 

prima facie suitable for appropriate 

opportunities, should be suitably advised.  

Where appropriate, their applications should 

be forwarded to the employer/head of the 

institution after proper scrutiny.  The 

assessment of suitability done by the 

Employment Officer (V.G.) of each 

individually guided applicant so referred 

should invariably be made available to the 

employer institution.  

6.5 All other general instructions 

pertaining to normal submission action shall 

apply to submission work done in the 

guidance programme. 

Follow-up and Accounting of Placements 

6.6 Submission made should be followed 

up after a reasonable period and results 

thereof, obtained. As soon as these are 

obtained, appropriate entries should be made 

on the Order Cards, X-64, V.G.-I Cards and 

Index Cards. 
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6.7 (a) Placements achieved in 

respect of jobs and training/apprenticeships, 

which automatically culminate into gainful 

employment on completion of 

training/apprenticeships, should be 

accounted for as placing and reported in the 

usual manner. 

(b) Placement in training 

courses/apprenticeships which do not 

culminate into gainful employment should 

be reported as training placements in the 

appropriate items of return ES-3. 

(c) Placements secured against part-time 

employment should be reported in the 

appropriate item of ES-1.1 and the monthly 

narrative report. 

Psychological/Aptitude Tests 

6.9 The tests should be administered 

strictly according to the instructions issued 

by the DGE by the Employment Service 

personnel specifically trained for the 

purpose, under the supervision of the State 

Director.  

6.10 The test battery designed for the 

selection of trainees at the Industrial 

Training Institutes should be administered at 

centres pre-determined according to criteria 

laid down by the DGE from time to time.  

The results thereof should be placed before 

the selection committee attached to the 

ITI/MTI for consideration, alongwith 

assessments made by the committee during 

interviews.  

6.11 Technical notes /Instructions  will be 

issued to the users for the guidance of State 

Vocational Guidance Officers (SVGOs) and 

E.Os. Employment Officers (VG).  These 

instructions will also cover the procedures to 

be adopted at the State level as well as the 

Exchange level pertaining to maintenance of 

secrecy of tests and of the test material. 

6.12 If an employer desires to apply the 

tests for the selection of apprentices under 

the Apprentices Act, 1961, specific 

proposals giving pertinent details should be 

made through the State Director concerned, 

for the approval of the DGE. 

6.13 Tests developed for guidance 

purposes will be maintained, administered 

and interpreted according to instructions 

issued  by the DGE   from time to time.  

6.14 Physical verification of test- 

booklets, Answer Sheets, Scoring Keys 

(scoring stencils), Manual of Directions  

& other material will be done by the officer 

nominated by the State Director for 

maintenance of stock of test material.  A 

certificate to this effect should be sent to the 

219

DGE each year ending 31
st
 December. 

 

 

Note: In online system of Employment 

Exchanges, the appropriate government to 

ensure that the employment portal/software 

in place, takes care of objectives of all the 

above mentioned activities. 

6.8 The DGE will develop Psychological 

/Aptitude tests for use in vocational 

guidance as well as in the selection of 

trainees under the craftsmen Training 

Scheme and apprentices under the 

Apprentices Act, 1961.  The test material to 

be used for the selection as well as 

vocational guidance purposes will be 

prepared & standardised by DGE and 

supplied to the concerned State Directors. 
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Plan of Guidance Work 

 

7.1 The Employment Officer (V.G.)/ 

Dy. Chief, U.E.I.G.B., should prepare in 

advance a broad plan of work every 

quarter, covering the following items of 

work; 

 

(a) Career talks and other activities 

in educational institutions 

proposed to be conducted during 

the quarter; 

 

(b) Industries/establishments 

proposed to be visited for 

collection of Occupational 

Information during the quarter; 

 

(c) Number of old cases proposed to 

be reviewed during the quarter; 

 

(d) Work proposed to be done in 

relation to admissions for 

training and apprenticeships 

during the quarter ; and 

 

(e) Activities proposed to be 

conducted in collaboration with 

other agencies engaged in 

Vocational Guidance such as 

Career Conferences, Career 

Exhibitions, Campus 

Recruitment, Earn while you 

learn,  Industrial visits of 

students, etc. 

 

7.2  The plan of work for each quarter 

should be sent to the State Director 

during the first fortnight of the quarter.   

 

 

CHAPTER –VII 

 

PLAN OF GUIDANCE WORK AND OTHER GENERAL 

INSTRUCTIONS 
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The reason, if any, for short-falls 

during the previous quarter should be 

explained in the covering letter when 

the plan of work for the succeeding 

quarter  is forwarded. 

 

Inspection of V.G. Units 

 

7.3  In order to develop the V.G. 

Programme on sound lines, there is 

need for regular and frequent 

inspection of VG  work by SVGOs. to 

ensure  uniformity of standards and 

adherence to the plan of work.  The 

S.V.G.O. should so adjust his 

programme that he 

undertakes intensive inspection of 

V.G. work of atleast one 

Exchange/UEIGB in a month which 

may be followed up by a discussion 

of the various points arising from the 

inspection with the officers and staff 

concerned.  A check-list of points for 

inspection should be prepared by 

State Vocational Guidance Units for 

use in the inspection of   V.G. Units /    

U.E.I. & G.Bx. 

 

 

7.4 The Inspecting officers of the 

D.G.E., as also the State Directorate 

during their over-all evaluation 

inspection of Exchanges, should 

evaluate/inspect the V.G. work along 

with other items of work of the 

Exchange. 

 

 

 



Chapter-VII/Part III/ Vol.I/ NESM /2022 

  

221

 

 

 

 

 

 

Weeding of Records Pertaining to 

V.G. Programme 

 

7.7 VG-1 cards should ordinarily 

be retained for a period of five years 

from the date on which they were 

raised.  In the event the applicant’s 

Index Card lapses,  it should be 

retained along with theVG-1 cards 

and destroyed alongwith the VG-I 

card. 

 

 

Note: In online system of 

Employment Exchanges, the 

appropriate government to ensure that 

the employment portal/software in 

places, takes care of objectives of all 

the above mentioned activities. 

 
 
Staff Training 
 
7.5 It is considered essential that
 the  officers  and  staff  engaged  in 
V.G. programme are trained in the
 methodology and techniques
 developed  in  this  connection.  
The Officer-in-charge of an
 Exchange/University where a V.G.
 Unit/U.E.I.G.B.  exists  should 
ensure  that  every  member  of  the 
staff  is  trained  in  V.G.  work  
.Regular staff  meetings  should  be  
held  in  which  occupational  
information material  such  as  E.M.
Reports, monthly  Progress  Reports, 
Exchange  Statistics,  News  Digests 
and  other career  literature  received 
during  the  month  are  discussed.  
At these meetings, typical or difficult 
cases of applicants  should  also  be
 examined  and  the  staff  should  be 
encouraged  to  come  forward  with 
suggestions  to  improve  the 
employability of such applicants. 

7.6 The State Directorate and the 
D.G.E.,  should  arrange  regular 
training  courses  for  Employment 
Officers  and  Deputy  Chiefs  at   
State and  all  India  levels.    The   aim 
should  be  to  train  all  officers  in  V.G. 
work  so  that  V.G.  work  does   not  
suffer  when an  officer/official    is on  
leave  or transferred away.
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1. DEFINITIONS 

 

As per the Rights of Persons with Disability 

Act, 2016- 

(a)“Persons with benchmark disability” 

means a person with not less than forty 

per cent. of a specified disability where 

specified disability has not been defined in 

measurable terms and includes a person with 

disability where specified disability has been 

defined in measurable terms, as certified by 

the certifying authority; 

 

(b)“Person with disability” means a person 

with long term physical, mental, intellectual 

or sensory impairment which, in interaction 

with barriers, hinders his full and effective 

participation in society equally with others; 

 

 Physical disability- 

 

A. Locomotor disability (a person's 

inability to execute distinctive activities 

associated with movement of self and 

objects resulting from affliction of 

musculoskeletal or nervous system or both), 

including- 

 

(a) “leprosy cured person" means a person 

who has been cured of leprosy but is 

suffering from- 

(i) loss of sensation in hands or feet as well 

as loss of sensation and paresis in the eye 

and eye-lid but with no manifest deformity; 

 

(ii) manifest deformity and paresis but 

having sufficient mobility in their hands and 

feet to enable them to engage in normal 

economic activity; 

 

(iii) extreme physical deformity as well as 

advanced age which prevents him/her from 

undertaking any gainful occupation, and the  

 

 

 

 

expression "leprosy cured" shall 

construed accordingly: 

 

(b) ‘’cerebral palsy" means a Group of 

non-progressive neurological condition 

affecting body movements and muscle 

coordination, caused by damage 

to one or more specific areas of the 

brain, usually occurring before, during or 

shortly after birth; 

 

(c) “dwarfism” means a medical or 

genetic condition resulting in an adult 

height of 4 feet 10 inches (147 

centimeters) or less; 

 

 (d) “muscular dystrophy” means a 

group of hereditary genetic muscle 

disease that weakens the muscles that 

move the human body and persons with 

multiple dystrophy have incorrect and 

missing information in their genes, 

which prevents them from making the 

proteins they need for healthy muscles. It 

is characterised by progressive skeletal 

muscle weakness, defects in muscle 

proteins, and the death of muscle cells 

and tissue; 

 

(e) "acid attack victims" means a person 

disfigured due to violent assaults by 

throwing of acid or similar corrosive 

substance. 

 

B. Visual impairment- 

 

(a) "Blindness means a condition where 

a person has any of the following 

conditions, after best correction- 

 

(i) total absence of sight; or 
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09/2014-DD-III dated 4
th

 January 2018 

and as may be amended from time to 

time, shall be followed for evaluation of 

various disabilities. While rendering 

services to the PWD, the Employment 

Exchanges should ensure that the 

Disability Certificates produced by them 

contains a certificate to the effect that, 

the disability has been assessed and 

certified by the Medical Board as per the 

guidelines contained in the Ministry of 

Social Justice & Empowerment 
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(ii) visual acuity less than 3/60 or less 

than 10/200 (Snellen) in the better eye 

with best possible correction; or 

 

(iii) limitation of the field of vision 

subtending an angle of less than 10 

degree.  

 

(b) ‘low-vision” means a condition 

where a person has any of the following 

conditions, namely:- 

 

(i) visual acuity not exceeding 6/18 or 

less than 20/60 upto 3/60 or upto 10/200 

(Snellen) in the better eye with best 

possible corrections; or 

 

(ii) limitation of the field of vision 

subtending an angle of less than 40 

degree up to 10 degree.  

 

C. Hearing impairments- 

 

(a) “deaf” means persons having 70 DB 

hearing loss in speech frequencies in 

both ears; and 

(b) “hard of hearing" means person 

having 60 DB to 70 DB hearing loss in 

speech frequencies in both ears.
 

 

D. “Speech and language disability” 

means a permanent disability arising out 

of conditions such as laryngectomy or 

aphasia affecting one or more 

components of speech and language due 

to organic or neurological causes. 

 

Intellectual disability, a condition 

characterised by significant limitation 

both in intellectual functioning 

(reasoning, learning, problem solving) 

and in adaptive behaviour which covers 

a range of every day, social and practical 

skills, including- 

(a)“specific learning disabilities" means 

a heterogeneous group of conditions 

wherein there is a deficit in processing 

language, spoken or written, that may 

manifest itself as a difficulty to 

comprehend, speak, read, write, spell, or 

to do mathematical calculations and 

includes such conditions as perceptual 

disabilities, dyslexia, dysgraphia. 

dyscalculia, dyspraxia and 

developmental aphasia; and
 

(b) “autism spectrum disorder" means a 

neuro-developmental condition typically 

appearing in the first three years of life 

that significantly affects a person's 

ability to communicate, understand 

relationships and relate to others, and is 

frequently associated with unusal or 

stereotypical rituals or behaviours. 

 

2 EVALUATION AND 

ASSESSMENT OF DISABILITIES 

 

2.1 The Government of India, Ministry 

of Social Justice & Empowerment has 

laid down that the general guidelines for 

evaluation and assessment of various 

disabilities issued by the Government of 

India in the Ministry of Social Justice & 

Empowerment vide Notification No. 16-
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Notification. With a view to avoid 

hardship to the disabled the Employment 

Exchanges may register persons with 

apparent disability and advice and guide 

him to produce the proper medical 

certificate. 

 

2.2 Authorities to give Disability 

Certificate: As per the Amended Rules 

notified for Persons with Disability Act, 

1995 vide Govt. of India, Ministry of 

Social Justice & Empowerment 

Notification dated 30
th

  December, 2009, 

the following authorities have been 

authorised to give disability Certificate:- 

2.3 Guidelines for issue of Medical 

Certificate by the Medical Board 

 

Any person with specified disability may 

apply for a certificate of disability and 

submit the application to- 

 

(a) a medical authority or any other 

notified competent authority to issue 

such a certificate in the distr residence of 

the applicant as mentioned in the proof 

of residence in the application, or  

 

 (2) The application shall be 

accompanied by –  

(a) proof of residence;  

(b) two recent passport size 

photographs; and  

(c) Aadhaar number or Aadhaar 

enrollment number, if any.  

 

Note:- No other proof of 

residence shall be demanded 

from the applicant who has 

Aadhaar or Aadhaar enrollment 

number. 

 

Issue of certificate of disability,-(1) On 

receipt of an application under rule 17, 

the medical authority or any other 

notified competent authority shall, verify 

the information as provided by the 

applicant and shall assess the disability 

in terms of the relevant guidelines issued 

by the Central Government and after 

satisfying himself that the applicant 1s a 

person with disability, issue a certificate 

of disability in his favour in Form V, VI 

and VII, as the case may be. 

 

(2) The medical authority shall issue the 

certificate of disability within a month 

from the date of receipt of the 

application.  

(3) The medical authority shall, after due 

examination –  

(i) issue a permanent certificate of 

disability in cases where there are no 

chances of variation of disability over 

time in the degree of disability; or  

(ii) issue a certificate of disability 

indicating the period of validity, in cases 
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i.  A  medical  authority 

competent  to  issue  such  a 

certificate in the district of 

the applicant's residence as

 mentioned in the proof of 

residence  submitted  by 

him  with  the  application, 

or 

ii.  the  concerned  medical 

authority  in  a  government 

hospital  where  he  may be 

undergoing  or  may  have 

undergone  treatment  in 

connection  with  his 

disability . 

(b) the concerned medical authority in a 

government hospital where he may be 

undergoing or may have undergone 

treatment in connection with his 

disability
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where there is any chance of variation 

over time in the degree of disability.  

(4) If an applicant is found ineligible for 

issue of certificate of disability, the 

medical authority shall convey the 

reasons to him in writing under Form 

VIII within a period of one month from 

the date of receipt of the application.  

(5) The State Government and Union 

territory Administration shall ensure that 

the certificate of disability is granted on 

online platform from such date as may 

be notified by the Central Government. 

 

3 LIST AND DESCRIPTION OF 

SPECIAL FORMS USED 

 

 

PWD 

-1  

Form to be used by 

institutions for the disabled 

recommending persons for 

employment. 

 

PWD-

2 

Form to be used in 

submitting a case to the 

Board of Experts. 

 

PWD-

3 

Form in which case list 

should be prepared when 

referring cases to the Board 

of Experts 

 

PWD- 

4  

Letter to be used when 

sending copy of a medical 

report to an employing 

authority. 

 

PWD-

5 

Note: {Specimen copies of the special 

forms are given in Vol.II, Appendix 

IV(1) }. 

 

4 PLACEMENTS OF PERSONS 

WITH DISABILITIES: 

 

4.1 The placement of persons with 

disabilities is an integral function of 

National Employment Service. The aim 

is to assist a disabled person to undertake 

work of which he is capable and secure 

to his satisfactory adjustment to the 

work. A physical impairment may limit a 

person’s choice of occupations; 

however, in no case it constitutes a bar in 

getting gainful employment. 

 

4.2 Eligibility Criterion: In addition to 

satisfying the definition given in Para 1, 

a person with disability must fulfill the 

following eligibility conditions:- 

 

(a) He must be of working age; 

 

(b) He must be capable of employment, 

with or without training and have 

reasonable prospects of obtaining and 

keeping employment;  

(c) He must be desirous of obtaining and 

keeping employment.  

4.3 At present, placement through 

Employment Exchanges is confined to 

persons with visual impairment, hearing 

impairment, and locomotor disabilities 

and negative leprosy patients. Only those 

persons from among the negative leprosy 

patients, cured and non-infectious, who 

have become disabled as per definition 

at Para 1, are covered and will be 

entitled for placement assistance. 

 

5. SPECIAL EMPLOYMENT 

EXCHANGES FOR THE 

PHYSICALLY 
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Form to be used in 

obtaining 

written consent from the 

disabled person for 

disclosure 

of medical information to 

specified persons.  
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HANDICAPPED(Persons with 

Disabilities) 

 

5.1 In addition to selective placement 

work, the functions of the 

E.O(PH/PWD) are: 

 

(i) to render vocational guidance, if 

necessary with the assistance of the local 

E.O (V.G); 

 

(ii) to identify occupations suitable for 

persons with disabilities; 

 

(iii) to collect information about the size 

of the problem and the special needs of 

the disabled persons periodically; 

 

(iv) to enlist the co-operation of 

employers in engaging persons with 

disabilities; 

 

(v) to establish liaison with other 

agencies engaged in assisting the 

disabled, e.g. training institutions, 

Naitonal Career Service Centre for 

Differently Abled, Voluntary 

Organizations, National Institutes for the 

Handicapped etc; and 

 

(vi) to follow-up each placing to ensure 

that the concerned person with disability 

is settling down satisfactorily in 

employment. 

 

5.2 Selective Placement: 

 

Placement work must be selective, the 

aim being to secure for the disabled, an 

employment, which is most suited to 

their age, experience, qualifications, 

aptitude, disability and without any 

feeling that they have been subjects of 

charity or patronage. It must be 

remembered that the disabled do not 

require charity but an equal opportunity 

to compete with others. Employment 

Officers should never lose sight of this 

ideal even though the employment 

situation may sometimes makes it 

difficult to achieve. 

 

5.3 In order to carry out effectively the 

selective placement of the disabled the 

following points have to be borne in 

mind:- 

 

(i) The worker must be able to meet the 

physical and mental requirements of the 

job; 

 

 (ii) The job must not be a hazardous to 

the PwD worker; 

 

(iii) The job must not jeopardize the 

safety of others; 

 

(iv) The job must not aggravate the 

disability. Sometimes, it may be 

necessary to arrange with an employer 

for a slight modification to be made to 

suit an individual disabled person, e.g. 

rearrangement of tools or the provision 

of a simple seat. Ideally, any such 

adjustment should be made before the 

employment starts, to avoid leaving the 

person concerned with a feeling that he 

has failed to match up to the 

requirements of the job. 

 

5.4 The aim in placing should be to 

submit a person with disability at the 

highest level of skill of which he is 

capable and not merely to routine 

repetitive jobs. A person whose work 

does not give him the opportunity of 

using his capabilities in full, may, in 

time, develop a sense of frustration, 

which could lead to behavioral and 

adjustment problems. On the other hand, 
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it is equally important to ensure that he 

has all the physical and mental 

requirement of the job for which he is 

being submitted, as constant striving to 

reach a standard which is beyond him 

could also lead to psychological 

difficulties. 

 

5.5 It is also important to assess the 

attitude of the person with disability 

towards his disability and towards 

employment. If he is determined to 

overcome his disability, this will largely 

offset his disablement, however, severe 

it be. In fact, a person with good 

personal qualities, although blind, or 

having lost a limb, is worth more to an 

employer than a fit man who is of a poor 

type. The Employment Officer must, 

however, be on the lookout for the 

person, whose keenness for employment, 

especially in the fact of the 

heavy competition from the able-bodied, 

may cause him over-rate his physical 

capacity; strict adherence to medical 

evidence is the golden rule, and 

submission to work which required 

effort 

or entails hazards which are 

contraindicated should not be made 

without first discussing the case with a 

doctor who first furnished the medical 

report. On the other hand, there are 

persons in whom the feeling of 

hopelessness in the face of their 

disability might give the false impression 

of a poor attitude to work, and in these 

cases re-assurance and objective advice 

may be necessary before submission to 

employment can even be considered. 

 

5.6 Persons Leaving Special Schools 

and Institutions for the Persons with 

Disabilities: Schools and institutions for 

the handicapped are required to complete 

form PWD-1 at least three months 

before a handicapped person who is 

considered to be suitable or anxious to 

obtain employment is due to leave, and 

to send it to the E.O (PH/PwD) 

 

5.7 On receipt of these forms the 

EO(PH) should arrange to interview the 

persons concerned, preferably at the 

institutions, so that action in accordance 

with the instructions in this Manual can 

proceed. 

 

5.8 It will obviously be impracticable for 

the EO(PH/PwD) to undertake isolated 

interviews at every institution in his area 

and he should, therefore, come to a 

working arrangement with each 

institution whereby all cases due to leave 

during a given time, say during the 

next three to six months are seen at one 

visit. 

 

5.9 Forms PWD-1 will be sent to the 

EO(PH) at least three months before the 

expected date of termination of each of 

the trainees from the National Institutes 

who are anxious in getting employed in 

the area of the EO(PH/PwD). In these 

cases, the conditions of eligibility for 

registration can be accepted as being 

satisfied and placement action can 

proceed, without necessarily 

interviewing the applicant before-hand. 

If any additional information is required 

about a particular case, it may be 

obtained from the National Institute.  

 

5.10 The arrangements outlined in the 

previous paragraph are likely to operate 

more satisfactorily if the Employment 

Officer for the PH/PwD  established 

good relationship with the staff at each 

of the institutions in his area. In order to 

maintain this relationship, he should visit 
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each institution at least once a year. If he 

is unable to secure the required 

cooperation or encounters any other 

difficulty in this connection, details 

should be reported to the State Director. 

 

6. NATIONAL CAREER SERVICE 

CENTRES FOR DIFFERENTLY 

ABLED 

 

6.1 In order to assess the vocational and 

psychological needs of the persons with 

disabilities and also to render assistance 

in the rehabilitation of such persons, 

National Career Service Centres for 

Differently Abled have been set up. 

These Centres also impart adjustment 

training in real work situations. Efforts 

are made to place the clients evaluated at 

these centers in suitable jobs, including 

self-employment. 

Candidates with required educational 

qualifications are referred to the formal 

training Institutions such as Industrial 

Training Institutions, Polytechnics and 

other educational and professional 

institutions. 

 

6.2 For those clients, who are not able to 

get admission into these regular training 

institutions, the NCSC-DAs organize 

adjustment training, skill training for 

short term or long term duration 

depending upon the individual’s need 

and ability. The NCSC-DAs also 

organize community based vocational 

training in rural and semi urban areas as 

per the local employment market 

conditions. The details of Trades in 

which this Centres provide training are 

mentioned in Chapter III, Part I of 

NESM Volume -I  

 

6.3 The Government of India, Ministry 

of Home Affairs, has given cosponsoring 

powers to the National Career Service 

Centre for Differently Abled and 

according to the orders issued by 

Department of Personnel and 

Administrative Reforms, the appointing 

authorities are required to endorse a 

copy of their requisition sent to the 

Employment Exchange/Special 

Employment Exchange to the nearest 

National Career Service Centre for 

Differently Abled for nominating 

suitable candidates. 

 

6.4 Similar instructions were also issued 

by the Ministry of Finance, Bureau of 

Public Enterprises for public enterprises 

to endorse a copy of their requisition to 

the National Career Service Centre for 

Differently Abled for the Handicapped 

for nomination of suitable disabled 

persons besides their usual endorsement 

to the District Employment Exchange/ 

Special Employment Exchange. 

 

6.5 In order to ensure that the 

submission made by the EO(PH/PwD) 

and the NCSC-DA are not very much at 

variance, the EO(PH/PwD) may 

scrutinize their Live Register so as to 

ensure that all the jobseekers on Live 

Register who have not been evaluated by 

the NCSC-DAs are referred to the 

NCSC-DA for this purpose. Similarly, 

clients evaluated by the NCSC-DAs, 

if not registered with EO(PH/PwD) 

should be advised to do so. 

 

7. Initial Interviews with Persons with 

Disabilities 

 

7.1 The initial interview should be in 

private and may be held either at the 

Institution or at an Employment 

Exchange, as convenient. This first 

contact with the disabled person is of 
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vital importance, as the person’s 

confidence must be restored from the 

outset. He has to be convinced that the 

Employment Officer for the Physically 

Handicapped/Persons with Disabilities is 

his friend, who is working in his 

interests, and not just doing a job. The 

keynote to success is to look upon each 

person being interviewed as an 

individual human being, with personal 

problems and difficulties much larger 

than most persons have to face. It will of 

course, be necessary to discuss with him 

his disability and its effect upon 

employment capacity; but this should be 

done in a way to avoid any self-

consciousness, and, of course, avoiding 

anything which might be construed as 

pity. 

 

7.2 The interviewing officer should 

avoid fussing over the person with 

disability, as this is apt to be resented 

inwardly, if not outwardly. A one-armed 

man may prefer not to be helped with his 

coat or paper although it may make him 

longer to handle them himself. A man 

with deformity in the leg should 

obviously not be left standing, but in 

most cases he will not require help in 

sitting down. A blind man may need a 

little help if he is in strange surroundings 

where the lay-out of the furniture is 

unfamiliar, but he should not be given 

more help than he obviously needs. 

 

8 Consideration of Eligibility for 

Assistance 

 

8.1 It follows from the definition in Para 

1 that each case must be considered 

individually taking into account the 

person’s previous job experience, if any, 

his age, his general qualifications, 

aptitude etc. If, on account of his 
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disability, it would be substantially more 

difficult for him to obtain employment 

or work on his own account compared 

with an able-bodied person, he may be 

regarded as satisfying the definition. 

 

8.2 Consideration should then be given 

to the condition of eligibility set out in 

Para 4.2 and 4.3. and if these are 

fulfilled, the applicant should be 

regarded as eligible for registration for 

employment. 

 

8.3 If there is any doubt as to whether 

the applicant fulfills the definition of 

“Persons With Disability” or any of the 

additional conditions for registration, the 

case should be referred to the Board of 

Experts in accordance with the 

Instruction in Para 23.4. As a rule 

recommendations of the Board should be 

accepted by the Employment Officer, 

but doubtful cases may be referred to the 

State Director for a decision. The State 

Director may, in turn refer it to the 

DGE for guidance, if necessary. 

 

9 Registration for Employment 

 

9.1 Persons with Disability should also 

be registered on form X-1 in accordance 

with the procedure laid down in Chapter 

VII (Part 1) of this Manual. A brief 

explanatory note of the applicant’s 

disability should be made on the X-1 and 

the appropriate medical code letter (see 

Volume II, Appendix IV (2) should be 

inserted at the top right hand corner of 

the Index Card. The category to which 

the applicant belongs (see Para 14) 

should also be entered at the top middle 

of the Index Card. 

 

9.2 A disabled registrant should also 

renew his registration. But before the 
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registration is lapsed, a letter should be 

sent to him reminding him of the 

requirement to renew the registration and 

informing him that this action must be 

taken within two weeks if he still wished 

to continue his registration with the 

Employment Exchange. 

 

10 Exemption from passing the 

Typing Test for purposes of 

appointment to Clerical Posts under 

the Central Government 

 

10.1 It has been decided by the 

Government of India (in the Ministry of 

Home Affairs O.M. No.15/8/61/Estt. D, 

dated 23.12.1961) that such of the 

Persons with Disability who are 

otherwise qualified to hold clerical posts 

and who are certified as being unable to 

type by the Medical Board attached to 

Special Employment Exchanges for the 

Physically Handicapped or by a Civil 

Surgeon where there is no such Board, 

should be exempted from typing 

qualification. Employment Officers 

should therefore, submit qualified 

disabled persons against clerical 

vacancies in Central Government 

establishments even though these 

persons do not possess the typing 

qualification necessary for normal 

applicants see Volume II, Appendix 

IV(3).In addition, the E.O should 

periodically review the  

 

11 Priority for Employment and 

Reservation in Central Government 

Departments/Undertakings. 

 

11.1 It has been decided by the 

Government of India, Ministry of Home 

Affairs, to accord priority III to Persons 

with Disability for purposes of 

employment under the Central 

Government. Some of the State 

Governments have also issued similar 

instructions according priority to Persons 

with Disability, for purposes of 

employment under them. 
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The Act provides for not less than 4% 

reservation in Government job for 

persons with benchmark disabilities 

(disability of 40% or more) . So far as  

Central Government establishments are 

concerned, instructions were issued on 

15.01.2018 to provide 4% reservation for 

persons with benchmark disabilities. 

Further, on 17.05.2022, the Central 

Government issued 

instructions providing for 4% reservation 

in promotion for persons with 

benchmark disabilities. 

Government notified a list of 3566 posts 

identified suitable for persons with 

benchmark disabilities in Central 

Government  establishment  on 

04.01.21.    Persons with Disability for 

purposes of reservation in employment 

is on the basis of definitions given at Para

 1.     The reservation of posts is to be

 made  separately  for  each  of  the 

aforesaid  3  categories  of  the  Persons 

with  Disability  but  provision  may  be 

made  for  inter-se  exchange      of 

vacancies      if 1 per cent

      11.2   The   Government   of  
 India,Ministry  of  Home  Affairs

 O.M.No.39016/6/77-Estt  (C)

 Government  of  India  enacted

 Rights  of  Persons  with

 Disabilities  (RPwD)  Act  2016

 which  came  into  force  on

 19.04.2017  replacing  the  Persons

 with  Disabilities  (Equal

 Opportunities,  Protection  of

 Rights  and  Full  

Participation) Act,  1995.   {Please  
see  Appendix
 IV(13,14, 15) of Vol.II}.



 
 

All Chapters/Part IV/Vol.I/ NESM 2022 

candidates belonging to a category of 

persons are not available or if the nature 

of vacancy in an office is such that given 

category of persons cannot be employed. 

If in any year the vacancies reserved or 

these categories are not filled, the 

reservation is to be carried over for a 

period of 3 recruitment years. In order to 

implement these reservation orders, the 

jobs, which can be performed by various 

categories of Persons with Disability 

without loss of productivity, are to be 

identified by the Ministries/Department 

concerned. In the categories of jobs, 

which are identified by the Ministries/ 

Department as being particularly suitable 

for handicapped persons, other things 

being equal preference is to be given to 

the handicapped persons for such jobs 

even in excess of quota reserved for 

them (see Volume II, Appendix IV (4). 

11.3 Several jobs have been identified as 

suitable for the disabled. The Ministry of 

Social Justice & Empowerment has 

brought out a list of identified posts for 

the persons with disabilities. The EO 

should make reference to list of 

identified jobs for PwDs in these books 

before sponsoring suitable disabled job 

seekers. 

 

11.4 Under the Persons with Disabilities 

Act 1995. The Employer is required to 

submit quarterly returns on DPER 1, 

DPER II and DPER III. The 

Employment Exchanges will collect the 

required information and forward 

periodically the same to the DGE as 

prescribed.  

 

11.5 Instructions have also been issued 

by the Government of India (Ministry of 

Finance, Bureau of Public Enterprises 

O.M. No. BPE-GL 

006/78/MAN/2(68)/76-BPE (GM-I) 

dated 

30th March 1978) for reservation in 

Group `C’ and `D’ posts/services in 

Central Public Enterprises for Persons 

with Disabilities. However, the Central 

Public Enterprises where the ceiling of 

50% reservation have reached taking 

together reservation of SC/ST, Ex-

servicemen and dependents of those 

killed in action, as also promotions from 

Group D to Group C, the quota for ex-

servicemen and dependents of those 

killed in action would be 

correspondingly 

reduced so as to enable reservation for 

the handicapped (see Volume II, 

Appendix IV(5).  

 

12  Age Concessions for Appointment 

to Posts under the Central 

Government and charging of 

application fee for recruitment in 

Public Sector Banks. 

 

12.1 It has been decided by the 

Government of India Ministry of Home 

Affairs that for purposes of appointment 

to Group C and Group D posts under the 

Central Government filled through 

Employment Exchanges, the upper age 

limit in respect of the disabled persons 

shall be relaxed by ten years. Some of 

the State Governments have also issued 

similar instructions in matters of age 

relaxation for purpose of employment 

under them. 

 

12.2 It has been decided by the 

Government of India (in the Ministry of 

Finance, Department of Economic 

Affairs, letter No.3/6/81-SCT (B) dated 

16th March, 1982) that for recruitment to 

the post, candidates belonging to SC/ST 
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communities (see disabled candidates 

may be charged the same application fee 

as is being charged from the candidates 

belonging to SC/ST communities (see 

Volume II, Appendix 

IV(6). 

 

13  Medical Guidance 

 

13.1 In order to ensure that an applicant 

is placed in suitable employment, the EO 

(PH/PwD)) should have detailed 

information about the applicant’s 

functional capacity before an attempt is 

made to place him in employment. 

Disabilities of similar nature need not 

necessarily result in the same 

handicapping conditions vis-à-vis the job 

operations. The residual ability despite 

impairment and the person’s adaptation 

would have reduced the handicapping 

conditions. Therefore, it is essential that 

the EO should have comprehensive 

medical information on the disability and 

handicap caused by the impairment. For 

example, a person with polio in one 

upper limb may be able to use the 

impaired hand for holding, or may be 

able to carry lesser weights or may not 

be able to use it for any purpose. Hence, 

depending on the extent and type of 

impairment, guidance is required to be 

provided and accordingly the question of 

sponsoring the candidate should be 

considered. In other cases, necessary 

guidance may be obtained by reference 

to the Board of Experts in accordance 

with Para 23. 

 

13.2 Medical Examinations: No one 

should be preferred for medical 

examination against his will and prior 

consent in writing should invariably be 

obtained. If an applicant is unwilling to 

be referred for medical examination and 

is unable to produce satisfactory 

evidence of his working capacity, the 

Employment Officer should explain the 

difficulty of placing him in suitable 

employment without this necessary 

information, and in these circumstance, 

the applicant cannot be assured of the 

assistance of the employment service as 

special care will be necessary in placing 

him and he could only be submitted to 

those vacancies in which there is no 

doubt about his suitability. 

 

13.3 Disclosure of Medical Evidence: 

Information in Medical Report forms 

must be regarded as highly confidential 

and disclosed only to the following 

persons:- 

(a) Members of the Board of Experts in 

respect of cases referred to them for 

advice; and 

(b) An employing authority on request 

(in these circumstances, a copy of the 

certificate should be sent with form 

PWD-4 and enclosed in a sealed 

envelope addressed to the authority 

concerned which should also be marked 

“confidential”). 

 

13.4 In no other circumstances, the 

medical information or a copy of the 

medical report be supplied to an 

employer. In the case of the totally blind, 

the totally deaf and those persons whose 

disability is obvious, this should not 

present any difficulty, as informing an 

employer that a person is blind, deaf, etc, 

is not regarded as disclosing confidential 

medical information. In other cases 

however, if an employer asks for 

information about a disability, he may 

not be allowed to see a medical report 

form nor should the actual diagnosis be 

disclosed, but he may be told in general 
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considered capable of employment under 

sheltered conditions. 

 

14.2 It should be noted that the 

classification given above is purely for 

administrative convenience. The 

Employment Officer should ensure that 

all persons on the Live Register are 

considered for all available employment 

opportunities for the disabled. He should 

guard against directing all his energies 

towards applicants in Category- A 

alone. 

 

15. Vocational Guidance 

 

15.1 To enable him to give effective 

vocational guidance, the Employment 

Officer should maintain up-to-date 

information about the facilities available 

to the able-bodied as well as to persons 

with disabilities. This should include 

information about training course at 

institutes for the able-bodied and training 

institutions and special institutions for 

the handicapped, details of which can be 

obtained from the Directorate General of 

Employment and Training, Ministry of 

Education, Ministry of Social Justice & 

Empowerment, etc. In addition, he/she 

should keep a register of the duplicate 

Order Card, which have been prepared in 

accordance with Para 17.2. 

 

15.2 Vocational guidance should be 

given in appropriate cases, and if 

necessary arrangements should be made 

for a joint interview by the employment 

Officer and the local Vocational 

Guidance Officer. The applicants may be 

referred to the NCSC-DA, if there is any 

locally available, for evaluation. In some 

cases, it may be appropriate to advise 

applicants to apply 

234

lay terms the effect of the disability on 

the applicant’s working capacity. 

 

13.5 No disclosure of medical 

information either in lay terms or 

otherwise, should be made without the 

applicant’s prior written consent which 

should be obtained on form PWD-5. 

 

13.6 Any request for disclosure of 

medical information not covered by 

these instructions should be referred to 

the DGE for advice. 

 

14. Categories of Persons with 

Disability. 

 

14.1 In order to assess the size and 

nature of the problem, registrations 

should be classified as follows:- 

 

Category A- Persons with disabilities, 

who although handicapped, do not 

require any special training or 

rehabilitation assistance for getting 

employment under normal conditions. 

 

Category B- Persons with Disabilities, 

who require some form of rehabilitation 

assistance or training for getting 

employment, but who should be capable 

of entering employment under normal 

conditions after such a course. Note-

Persons in this category who make 

enquires about training or rehabilitation 

assistance should be referred to the 

appropriate centers. This action should 

also be taken in respect of persons 

considered by the EO (PH) to be suitable 

for and in need of assistance of this 

nature. 

 

Category – C - Employment under 

normal conditions not feasible due to 

severity of disability but are also 
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normal Exchanges and employers 

located in the areas of those Exchanges 

in the State as directed by the State 

Director. 

 

16.3 In other Areas: Persons with 

disabilities who reside outside the 

jurisdiction of the EO (PH/PwD) should 

be dealt with by the normal Exchanges 

in accordance with the special procedure 

laid down in this part of the Manual for 

the registration and placement of 

disabled persons. Duplicate copies of the 

index cards of these persons should 

be sent to the Special Employment 

Exchange, only in respect of those who 

are willing to work at other places in the 

State. Special Employment Exchanges 

for the physically handicapped on receipt 

of such index cards will enter them in a 

Book Register X-63 (a) on the same day 

and file them in the appropriate NCO 

Code, for consideration against the 

notified demands. Any placement on the 

basis of duplicate index cards would be 

accounted by the Special employment 

Exchanges as FOA placing and the 

concerned Employment Exchange will 

account for it as IOA. 

 

17. Vacancy and submission Work 

and Seniority of Registration 

 

17.1 Details of vacancies, specifically 

meant for persons with disabilities, 

which are notified by employers direct to 

the EO (PH) should be recorded on 

Order Card (X-2) in accordance with the 

normal procedure. If within a reasonable 

time, it is not possible to fill any of the 

vacancies, the position should be 

explained to the employer and if he is 

not prepared to wait until suitable 

persons become available, the vacancies 
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for admission to an institution for the 

handicapped. The possibility of 

recommending suitable cases for 

admission to training institutions for the 

able-bodied should also be borne in 

mind. 

 

16. Action to be taken if Person with 

Disabilities call at normal 

Employment Exchanges in areas 

covered by an Employment Exchange 

for the Physically Handicapped. 

 

16.1 Persons with disabilities who 

satisfy the conditions of eligibility set 

forth in Para 4.2 and 4.3 and who reside 

within the jurisdiction of the EO 

(PH/PwD) should be registered in 

accordance with the instructions 

contained in this part of the manual. If 

they belong to areas outside the 

jurisdiction of the EO (PH/PwD), Index 

Cards should be prepared and 

transmitted to the EO (PH/PwD)/ 

concerned normal Exchange. In the case 

of applicants who do not satisfy the 

conditions of eligibility, the EO 

(PH/PwD) should explain to them scope 

of the Special Employment Exchange 

and advise them to contact the normal 

Exchange concerned; if necessary Index 

Cards may be prepared in accordance 

with the normal Exchange procedure and 

transmitted to the exchange concerned. 

 

16.2 While the EO (PH/PwD) will have 

his own territorial jurisdiction as 

mentioned in Para 16.1 above, it is also 

pointed  out  that  since  he  has  got 

specialized  knowledge  of  dealing  with 

this  category  of  applicants,  his/her 

advice  and  guidance  should  be 

available  to  all  normal  Exchanges  in 

the State, when 

necessary. He may visit any of the 
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should be transferred to the appropriate 

Employment Exchange.  

 

17.2 The Employment Officer (PH) 

should ensure that all Exchanges in the 

State are kept supplied with information 

about the types of persons with 

disabilities, in respect of whom 

assistance is required in obtaining 

suitable employment. When vacancies, 

which are considered to be suitable for 

them, are notified to Employment 

Exchanges within the area of an EO 

(PH) a duplicate Order Card should be 

prepared and forwarded to the latter, a 

suitable note being made on the original 

Order Card. The EO (PH) and the 

concerned Employment Officer should 

then co-ordinate to ensure that 

submission and placing of the disabled 

are recorded on the original X –1 card as 

they occur and are included in normal 

Employment Exchange statistics. 

 

17.3 Since Employment Officer are 

required to make special efforts for 

providing suitable employment to 

persons with disabilities, the question of 

relative seniority of registration does not 

arise. Employment Officers are advised 

that they should develop employment 

opportunities for the handicapped by 

convincing the employers about their 

capabilities. 

 

17.4 After developing a favourable 

atmosphere with employer, the case(s) of 

person(s) who can be suitably absorbed 

with advantage to both the employer as 

well as the registrant may be sponsored 

individually. In following such a 

procedure, the seniority of registration 

among the handicapped applicants need 

not be considered; suitability of the 

candidates for the vacancy and their 

acceptability to the employer alone 

should be the guide for submission. 

 

18. Liaison with other Officers of the 

Employment Service. 

 

18.1 Whenever EO (PH) goes on tour, he 

should get in touch with the appropriate 

local Employment Officer so that he/she 

can obtain up-to-date information about 

establishments, which 

He/she proposes to visit, and 

employment trends in the area. He 

should examine the possibility of 

submitting persons with disabilities 

against suitable vacancies readily 

available with the Exchange. In addition, 

he/she should maintain close liaison with 

Vocational Guidance Officers and 

NCSC-DAs in the area. Wherever 

possible, he/she may undertake joint 

visit along with Officers of the NCSC-

DA, to the establishments for promoting 

employment of persons with disabilities. 

 

19. Contact with Employers 

 

19.1 Establishing and maintaining good 

relationship with employers in his area is 

an important part of the work of the EO 

(PH) who must be prepared not only to 

discuss the general question of 

employment of the disabled but also to 

assist the employer in identifying 

occupations in his establishment which 

would be suitable for them. The EO 

(PH) should therefore, make himself 

familiar with the industrial processes in 

his area so that in considering the 

persons with disabilities for 

employment, he/she can relate medical 

advice about capacity for work to the 

physical requirements of particular 

occupations. In appropriate cases, a letter 

in the form given in Volume II, 
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Appendix IV (7) may be sent as an 

introduction to an employer whom the 

EO (PH) has not previously visited him. 

 

19.2 One of the greatest handicaps in 

placing persons with disabilities is not 

the disability but the attitude of the 

general public towards the disabled. 

Educating employers and workers is, 

therefore, an important part of placement 

work. Frankness in dealing with 

employers is essential, the emphasis 

being not so much on the applicant’s 

disability, but on his residual abilities. It 

is a shortsighted policy to try to bluff an 

employer by over-estimating the 

capacity of someone who is being 

submitted, for the truth will soon become 

apparent and in consequence the 

employer may not only lose confidence 

in the placement service, but what is 

probably far worse he may decline to 

employ any more persons with 

disabilities. 

 

19.3 The Employment Officer for the 

Physically Handicapped must be 

prepared to advise an employer during 

the initial settling in period on such 

matters as minor adjustments which may 

be necessary to ensure the safety or the 

comfort of the person with disability, the 

means of communication in the case of 

the deaf and the best method of 

instructing the blind. It may also be 

desirable to suggest in some cases that 

the persons concerned should be allowed 

to leave work a few minutes early, in 

order to avoid the general rush. Whilst it 

would obviously be undesirable to give 

an employer the impression that a person 

with disabilities automatically requires 

concessions, attention to certain 

relatively small matters may be of 

considerable help during the period of 

adjustment to a new work environment. 

 

 

20. Placement Records. 

 

20.1 Placement records, e.g. Live 

Register, Dead Register, Record of 

Registrations, Live Order Register, Dead 

Order Register, Vacancy Order Register 

etc. should be maintained in the normal 

manner. Index Cards of the persons with 

disabilities applicants should however be 

retained for two years on the Dead 

Register after lapsing, placing etc. to 

ensure its availability for follow-up 

purposes. Index Cards on which follow 

up action is pending until the follow-up 

action, required in Para 21 is complete. 

 

21. Follow-up 

 

21.1 The main purpose of follow-up is to 

ensure that placing has been satisfactory 

and if not, to give the Employment 

Officer (PH) an opportunity of arranging 

any adjustment which may be necessary, 

or trying some other form of settlement. 

In addition, it helps to make the disabled 

feel that interest in his welfare does not 

cease on his starting work. 

 

21.2 The EO (PH) may use his discretion 

about the method of follow-up; in some 

cases, personal interview may be 

necessary, while in others, a letter on the 

lines given in Volume II, Appendix IV 

(8). Suitably adapted, may be more 

appropriate. An effort should be made to 

ascertain the employer’s reaction as well 

as that of the workers; only if both are 

satisfied can the placing be regarded as 

entirely satisfactory. 
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21.3 A book record of the follow-up of 

placements should be maintained under 

the following headings: - 

 

1. Name and address of applicant; 

 

2. Date and occupation in which placed; 

 

3. Name and address of the employer; 

 

4. Result of follow-up; and 

 

5. Remarks. 

 

21.4 Details of follow-up should be 

entered in the F.O.U. Column of the 

appropriate Index Card taken out from 

the Dead Register, and identification tag 

should also be affixed on the Index Card 

indicating the date on which follow-up is 

next due. 

 

21.5 An initial enquiry should be made 

within two weeks of placing and 

thereafter, the EO (PH) should, taking 

into account the circumstances of each 

case, decide the frequency and duration 

of follow-up. When it becomes evident 

that the disabled person has settled down 

satisfactorily (but in any case not less 

than six months from the date of placing) 

and that no useful purpose would be 

served by further follow-up the applicant 

and the employer should be informed 

that it is not proposed to make further 

enquiries as a matter of course, but that 

if any difficulty in connection with 

employment are encountered in the 

future, the assistance of the EO (PH) can 

be sought. 

 

 

 

 

 

22. Advisory Committee 

 

22.1 An Advisory Committee should be 

set up in respect of each Special 

Employment Exchange for the 

Physically Handicapped and should 

consist of :- 

 

(a) An equal number of representatives 

from organizations of employers and 

workers; 

 

(b) Representative of the Ministry of 

Social Justice & Empowerment, 

Government of India; 

 

(c) Representative of the Ministry of 

Labour & Employment (DGE), 

Government of India. 

 

(d) A panel (not exceeding two) of such 

experts as medical specialist (at least one 

of whom should be member of the Board 

of Experts) and the representatives of 

voluntary organizations, dealing with the 

employment and welfare of the disabled, 

(one representing each disability;) and  

 

(e) Head of the National Career Service 

Centre for Differently Abled, if there is 

one in the State. 

 

22.1 The State Director dealing with 

Employment Exchanges shall be the 

Chairman and EO (PH) the Member 

Secretary. 

 

22.2 The function of the Committee will 

be to advise the State Director and the 

Employment Officer on problems 

affecting the employment of the disabled 

in the State. 

 

22.3 The Committee should meet 

preferably once in six months and the 
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Member Secretary should convene these 

meetings in consultation with the 

Chairman. The agenda, informatory 

notes on items for discussion and other 

relevant papers should be so dispatched 

so as to reach members at least 15 days 

in advance, copies also being sent to the 

Ministry of Social Justice & 

Empowerment and the Ministry of 

Labour & Employment, Government of 

India (DGE). Efforts may be made by 

the Central Government to send a 

representative to the meeting as soon as 

the date has been fixed on the basis of 

preliminary notice that has been received 

in the Ministry of Social Justice & 

Empowerment and the Ministry of 

Labour & Employment (DGE). 

 

22.4 In drawing up the agenda, the 

Secretary should aim at providing 

sufficient items for discussion which will 

enlist the interest of the Committee at the 

same time, keeping the agenda 

sufficiently short to allow time for each 

item to be thoroughly considered. 

 

22.5 The Committee should be 

encouraged to take real interest in all 

matters affecting the employment of 

persons with disabilities, e.g. to suggest 

suitable avenues for their employment, 

to assist with press and other forms of 

publicity and to suggest any special step 

which might be taken to further their 

employment. In order to keep member in 

touch with the work of the Special 

Exchange, Member Secretary should 

prepare a report on the work of the 

previous meeting and should distribute it 

along with the agenda. He should also 

arrange for items to be considered at the 

meeting adding any explanations as may 

be necessary. The report would include 

information about the number of 

current registrations, under the various 

categories as per paragraph 14.1, the 

figures at the time of the previous 

meeting also being given for purposes of 

comparison. The number of placements 

since the previous meeting should be 

shown, under various disability groups 

and details should be included of a few 

interesting and success stories of 

placements. Details relating to the work 

of the Board of Experts should also be 

put up before the Committee for their 

information. 

 

22.6 Minutes of meeting should be 

drafted by the Member Secretary and 

approved by the Chairman before 

distribution. The State Director may 

decide what action need to be taken by 

the State Government on such 

recommendations and resolutions of the 

Advisory Committee as are appropriate 

for action by the State Government. Not 

later than two weeks after the meeting, 

copies of the minutes, incorporating the 

recommendations and resolutions of the 

Committee, should be forwarded to the 

Ministry of Social Justice & 

Empowerment and to the Ministry of 

Labour & Employment (DGE), 

Government of India, with a covering 

note indicating those items in respect of 

which action by Government of India is 

considered necessary and the action 

which proposed in respect of those items 

which are regarded as being within the 

prerogative of the State Government. 

 

23. Board of Experts 

 

23.1 The Board of Experts should 

function as a panel of the Advisory 

Committee. It should consist of a 

General Physician (Government), an 

Ophthalmologist, an Orthopedic 

239



 
 

All Chapters/Part IV/Vol.I/ NESM 2022 

Surgeon, an Ear, Nose and Throat 

Specialist, a Neuro-Physician and 

Dermatologist, two representatives of 

employers; and workers; Organizations 

for the disabled. The State Director 

should appoint the medical members and 

the non-medical members should be 

drawn from the Advisory committee and 

elected by that Committee at its first 

meeting. The role of the Board will be 

concerned only with casework, its 

function being to examine and give 

advice about the employment capacity of 

applicants referred by to it by EO (PH). 

 

23.2 Cases in which a medical report 

only is required should be referred direct 

to the appropriate medical member for 

examination, the EO (PH) accompanying 

the applicant if he feels that it would be 

advantageous to do so.  

 

23.3 Applicants with disabilities who 

have been selected for appointment in 

posts under the Central Government 

should be referred for medical 

examination to a medical Board of 

Experts; the Medical Board should 

comprise of the Government General 

Physician (in all cases) and the 

appropriate Specialist/Specialists. The 

Medical Board should examine the 

applicants with a view to ascertaining 

their degree of disability and their 

functional capacity and only such 

persons who in the opinion of the board 

will be able to perform the duties of a 

post notwithstanding the disability they 

are suffering from, should be 

recommended for appointment to that 

post. The Government of India Ministry 

of Home Affairs has decided vide their 

O.M No.5/1/60-Estt. D dated 28 June 

1960 { See Volume II Appendix IV (9)} 

that on nomination of these persons by 

the Special Employment Exchanges for 

appointment in pots under the Central 

Government, they should not be 

subjected to the usual medical 

examination on first entry into 

Government Service and the question of 

their employment should be based on the 

report of the Medical Board attached 

to the Special Employment Exchange. 

 

23.4 Cases in which a recommendation 

is required on employment or training 

should be referred to a specially 

convened meeting of the Board which 

should consist of one employers’ 

representative, one workers’ 

representative, one Social Worker and 

the appropriate medical member. In 

order to avoid inviting medical members 

of the Board more often than is 

necessary case should, if possible be 

grouped under disabilities and only the 

appropriate specialist invited to the 

particular meeting. 

 

23.5 Form PWD-2 should be completed 

before hand (a copy for each member 

and one for the EO (PH) in respect of 

each case being referred to the Board or 

to a medical member of the Board, 

accompanied by copies of any available 

medical evidence. A case list should be 

prepared in advance on form PWD-3 and 

the result of the subsequent interview or 

examination entered against 

each name. 

 

23.6 Applicants should be sent a written 

notice to report for medical examination, 

or to appear before the Board adapting 

the letter in Volume II, Appendix IV 

(10) for the purpose; at least one week’s 

notice should be given to applicants for 

the purpose. If an applicant is unable to 

report for medical examination or fails to 
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appear before the Board he should be 

given another opportunity of attending. 

While inviting him for the second time 

to appear before the Board, he may be 

informed that if he is unable to attend the 

meeting for the second time also, his 

case will be liable to be considered in his 

absence. 

 

23.7 Before referring to the Board or a 

medical member of the Board the case of 

an applicant below 18 years of age, the 

written consent of the parent or guardian 

should be obtained wherever possible. 

 

23.8 The procedure at meetings of the 

Board should be as informal as possible, 

the findings, unanimous or majority 

recommendations, should be recorded by 

the EO (PH) on the lower portion of 

Form PWD-2 and signed by each 

member. A note should be made of any 

minority or dissenting recommendation. 

A brief note should be made by the 

Employment Officer on a separate sheet 

of paper and signed and dated by him, of 

any additional verbal advice, which is 

given during the meetings, and this 

should be tagged to the Medical Report 

Form. 

 

23.9 The information given on Medical 

Report Forms is highly confidential and 

it is, therefore important that these forms 

should not be filed in Index Cards. A 

separate file should be maintained by the 

EO (PH), filed in the order of 

registration number and kept in his 

personal custody, under lock and key. 

Instructions regarding disclosure of 

medical evidence are given in Paras 13.3 

to 13.5 above. 

 

 

 

24. Relaxation of Health Standards in 

favour of Persons with Disabilities 

Registered with Normal Employment 

Exchanges. 

 

24.1 It has been decided by the 

Government of India, Ministry of Home 

Affairs that persons with disabilities 

nominated by any of the normal 

employment Exchanges and who have 

been medically examined by the Medical 

Board constituted for the purpose, 

should not be subjected to further 

medical examination at the time of their 

appointment in Government Service. 

The Director General of Health Services 

has requested that State Directors of 

Health Services to constitute these 

medical Boards on the same lines as the 

Medical Boards attached to the Special 

Employment Exchanges. It is not 

necessary to set up the Board of Experts 

at normal Exchanges. It will suffice if 

the Medical Board comprising the 

Government General Physician and the 

appropriate specialist(s) is set up. The 

copy of the Government of India, 

Ministry of Home Affairs Memo No. 

F.5/1/62-Estt. D dated 

31st July 1962 along with its enclosure, 

communicating the relaxation mentioned 

above is reproduced in Volume II 

Appendix IV (11). 

 

25. Special Instructions Covering 

Placement of the Deaf and Hard of 

Hearing. 

 

25.1 In dealing with the deaf and the 

partially deaf it is important to remember 

that they are ordinary people, who have 

lost, or who have never had, the full use 

of their hearing, or in some cases have 

never had any hearing at all. There is no 
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foundation in the suggestion made by the 

some people that the deaf are dull-witted 

or incapable of doing a good day’s work. 

Given work for which hearing is not 

essential and with the understanding and 

cooperation of their fellow workers, 

majority of them are capable of working 

in competition with the hearing to their 

own and to their employer’s satisfaction. 

In certain types than persons with 

normal hearing. 

 

25.2 Who are the Deaf? The deaf are 

defined as persons whose hearing in both 

ears is non-functional, and the hard 

of hearing as those whose hearing is 

seriously but not totally impaired. They 

can be divided into the following three 

groups, the issues in their placements 

vary: 

 

(i) The congenitally deaf i.e. those who 

have been deaf from birth or early 

childhood; 

 

(ii) The Adventitious Deaf i.e. those who 

have become hearing impaired after they 

had acquired normal speech; and 

 

(iii) The Hard of Hearing i.e. those who 

have a degree of functional hearing with 

or without hearing aids. 

 

25.3 Problems of the Deaf and Hard  

of Hearing 

 

 (I) The Congenitally Deaf --- Whereas, 

quite unconsciously, the normal hearing 

child learns language and speech from 

its parents, the deaf child has to be 

taught both language and speech and has 

to reach certain level of attainment 

before general education can begin. 

Even after such educational training 

many are able to use only sign language 

or combination of signs and limited 

speech and consequently may find it 

difficult to express themselves either 

orally or in writing. Their vocabulary is 

limited and they may have difficulty in 

reading anything but simple written 

matter. The result is that many are 

relatively backward in their education 

and their general knowledge is limited. 

Most, however, have some and many, 

very good knowledge of lip-reading. 

However, the lack of language 

development does not adversely affect 

their performance in given work tasks. 

After the necessary training, they are 

capable of considerable manual and 

intellectual skills and high quality work. 

even amongst the born deaf, there are 

some who have learned efficient speech 

and the art of reading and of fully 

expressing themselves in writing; some 

have reached even quite academic, 

professional or technical standards. 

Therefore, the communication abilities 

of a deaf person cannot be described in 

general terms, but has to be seen in 

individual cases and appropriate 

assistance should be provided to them, to 

help them reach optimum level of their 

competence. 

 

(II) The Adventitious Deaf --- In this 

group, the problems are quite different. 

The persons have little, if any, language 

or speech deficiencies and their only 

handicap is their inability to hear. On the 

other hand, whereas a person who has 

been deaf since birth or early childhood 

has learned to accept his disability, those 

who lost their hearing later in life, 

perhaps suddenly, and resulting in the 

need for change in employment are often 

disheartened and at first, without hope. 

They have to learn as entirely new 

methods of communication (e.g. lip-
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reading or sign language) and such 

persons need reassurance, 

encouragement and careful, patient 

explanation. 

(III) The Hard of Hearing --- These 

persons, too, have little, if any, language 

or speech deficiencies but may be 

suffering from lack of confidence, fear 

for the future (especially if they know 

that their hearing is deteriorating), and a 

feeling of despondence and frustration. 

They require reassurance and tactful and 

patient handling. Their ability to 

converse with hearing person will 

depend upon the degree of hearing loss, 

their ability to lip-read and whether they 

use hearing aid. Although many of those 

with a hearing aid are able to hear almost 

normally some find frequent noise every 

trying; others, however, who suffer from 

head noises may find this trouble 

alleviated in noisy surroundings and 

some partially deaf persons hear better in 

noise. 

 

25.4 Interviewing: The first essential 

communication is, of course, to ascertain 

the normal means of communication. If 

the persons concerned can lip-read or 

has a serviceable hearing aid, there need 

be little difficulty; all that the 

interviewing officers that needs to do is 

to speak fairly slowly and distinctly and 

ensure that his mouth is always visible 

e.g. he should not turn away or walk 

away while he is still speaking. It is 

important to ensure that the person has 

understood what has been said to him. If 

he seems to have difficulty in 

understanding a particular word or 

phrase it might help by writing it down, 

but normal speech should resume as 

soon as possible as writing, unless this is 

absolutely necessary, tend to undermine 

the confidence of the persons being 

interviewed. 

 

25.5 When interviewing a person who is 

totally deaf and cannot lip read, it is 

usually desirable to have someone 

present who can act as interpreter, and in 

the case of persons referred by 

institutions for the deaf it should be 

possible to arrange for assistance of this 

nature to be given. 

 

25.6 Suitable Employment: In selecting 

suitable employment, much will depend 

upon the degree of hearing loss, age, 

experience, qualifications and 

educational attainments, and the extent 

to which the person concerned has 

overcome his disability by lip-reading or 

the use of hearing aids. Obviously, jobs 

involving the immediate reception of 

sounds (e.g. telephone switchboard 

operating) are unsuitable. Sufferers from 

nerve deafness who are susceptible to 

noise should not work in very noisy 

surroundings, while those who are 

subject to occasional fits of giddiness, 

should not work at heights or on ladders. 

On the other hand, there is a wide range 

of jobs in which once the initial 

difficulty of instructions has been 

overcome, lack of hearing is no 

handicap. It is, therefore, better to 

assume in the first instance that deaf 

person can do any job for which he is 

otherwise qualified, provided good 

hearing is not essential rather than to 

regard a restricted range of jobs as being 

especially suitable. On the other hand, 

there are jobs in which it may be even 

better to employ totally deaf workers e.g. 

those which are very noisy, where, since 

they are impervious to noise, they are 

often better able to concentrate than 

people with normal hearing. 
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25.7 One difficulty in placing the deaf 

may be initial reluctance or hesitancy on 

the part of employers to engage them, r a 

tendency to restrict them only to work of 

the most menial or repetitive nature. 

With tact and perseverance these are 

placed in occupations, which bear some 

relation to their personal abilities. 

 

25.8 Experience in other countries has 

shown that unless there is some other 

serious disability, the deaf are able to 

work under normal work environment, 

in 

competition with the able-bodied and so 

do not require sheltered employment.  

 

25.9 Another point to be borne in mind 

is that it is generally difficult for an 

average deaf person to learn a second 

spoken language. It is, therefore, most 

desirable that any training or instruction, 

which he received should be in the 

language with which he is familiar. 

 

25.10 Some Guidelines on Dealing 

with the Deaf and Hard of Hearing. 

 

(i) Speak slowly and distinctly, but do 

not shout or “mouth” your words; 

 

(ii) Be careful that your month is always 

fully visible when you are speaking; 

 

(iii) Make sure that the person being 

interviewed has clearly understood what 

has been said to him. If he has difficulty 

in understanding a particular word or 

phrase, write it down and then go back to 

speech; 

 

(iv)  Avoid, so far as possible, engaging 

in conversation while interviewing a 

deaf person. Remember that the latter 

may have difficulty in following the 

conversation and he may, therefore, feel 

that something is being said about him 

behind his back and this may create a 

feeling of resentment and suspicion. 

 

(v) Remember that each case is 

individual and satisfactory placing can 

only be achieved if due regard is paid to 

age, past experience, qualifications, 

educational attainments and the ability of 

the deaf person to express himself. 

 

26. General Instructions Covering 

Action at Normal Exchanges 

 

26.1 All Employment Exchanges should 

consider placement of persons with 

disabilities, a special responsibility and 

special efforts should be made to fit such 

persons into types of employment where 

their disability will not be a serious 

handicap. In this connection, the special 

procedure outlined below should be 

observed:- 

 

i. An assessment should be made with 

regard to the applicant’s nature and 

degree of disability. In simple cases, the 

Employment Officer himself could 

probably make such an assessment. If 

the number of persons with disabilities 

approaching the Exchange for 

employment assistance is appreciable, 

efforts should be made with the 

concurrence of State Director, to set up a 

panel of doctors/specialists. The 

procedure to be followed in this regard 

can be broadly on the lines laid down in 

para 23. 

 

ii. Persons with disabilities should be 

categorized into groups e.g. Visually 

Impaired, Hearing Impaired, Locomotor 

Disabled. 
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iii. While registering these persons, a 

brief explanatory note of the applicant’s 

disability should be made in the X-1 and 

appropriate code letter inserted at the top 

right hand corner of the Index 

Card{Appendix –IV (2)}. 

 

iv. The period of renewal in respect of 

the disabled will also be the same as that 

for the nondisabled. But before the 

registration is lapsed a letter should be 

sent to the registrant reminding him of 

the requirement to renew the registration 

and informing him that his action must 

be taken within two weeks, if he wished 

so continue his registration with the 

Employment Exchange( See para 9.1 

and 9.2). 

 

v. A Gazetted Officer of the Exchange 

should be specially made responsible for 

handling the problems of the disabled. 

He should establish contact with 

employers and institutions where the 

types of disabled on the live Register 

could be gainfully employed. Such 

employers should be persuaded to accept 

them. In respect of Central Government 

employers, the instruction of the 

Ministry of Home Affairs, Department 

of Personal should be brought to their 

notice; in respect of State Government 

employers the instruction issued by the 

State Government should be brought to 

their notice. 

 

vi. While submitting them against 

suitable vacancies, the employing 

authority should be addressed in a 

special letter making a special appeal to 

accept the applicants. The lines on which 

such a letter should be prepared are 

indicated in the draft letter given in 

Vol.II, Appendix IV(12). 

 

vii. When a person with disability has 

been placed in employment, the placing 

should be followed up with a view to 

ensuring that it has been satisfactory, and 

if not, for arranging any adjustment 

training/session which may be necessary. 

The method and procedure for this 

follow-up should be on the lines laid 

down in Para 21.1 to 21.5. 

 

viii. It is necessary that the EO 

(PH/PwD) should have information 

relating to registration, placements, Live 

Register, special problems in the 

placement of the disabled etc. in respect 

of all the Exchanges in the State. All 

Exchanges in State where Special 

Exchanges for the Handicapped have 

been set up should render a report to the 

EO (PH) concerned by the 5th of each 

month. In the report, information relating 

to registrations, placements and Live 

Register should be given separately for 

the different categories of disability. In 

States where Special Exchanges for the 

Handicapped are not functioning, the 

information should be furnished by 

normal Exchanges to the State Directors 

concerned under a separate heading in 

the Monthly Narrative Report. The EO 

(PH) should consolidate the information 

received from all normal Exchanges, and 

include it under a separate section of his 

Monthly Narrative Reports so that the 

State Director can report the activities of 

the EO (PH) and /or normal Exchanges 

in the State in his monthly progress 

reports. 

 

27. Reports and Returns 

 

27.1 The Employment Officer for the 

Physically Handicapped/PwD should 

render a Monthly Narrative Report to the 
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DGE, a copy being endorsed to the State 

Director also. The report should consist 

of two sections. The first section should 

relate to the activities of the Special 

Exchange and the second to the activities 

of normal Exchanges in the State 

regarding registration and placement of 

disabled persons. 

 

27.2 In addition to the monthly narrative 

report, the EO (PH/PwD) should render 

the following returns to the DGE with 

copy to the State Director: 

 

S. 

No. 
Statistical 

Returns 
Description 

1 E.S. 1  

Registration 

Placements, 

submission, Live 

Register, Vacancies 

Notified and Filled 

etc. in respect of all 

categories, women, 

SC/ST, OBC, 

minority 

communities 

2 E.S. 2  

Educated applicants 

(All categories, 

women, SC/ST, 

OBC) registered, 

placed by 

educational level and 

number on Live 

Register by Age and 

Educational level 

3 E.S. 3  

Vacancies notified, 

filled, cancelled, 

outstanding and 

number on Live 

Register by Sex and 

NCO in respect of 

Total, Women, SC, 

ST, OBC and PWD 

applicants 

4 E.S. 4  

Trade-wise 

distribution of Ex-ITI 

trainees and full term 

apprentices 

registered, placed 

and L.R. by NCO 

5 E.S. 5 

Registration, 

Placements, Live 

Register, Reserved 

Vacancies, Notified, 

Filled, Cancelled and 

Outstanding etc. in 

respect of Person 

with Disability 

applicants 

Time- Schedule of Returns 

 

Periodicity of all Returns:      Monthly. 

Due date for submission: 

10
th

 working day of the following month. 

 

Note: Specimen forms of these 

returns are given at Appendix I(1) of 

Vol. II of the NESM. 
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Introduction 

1.1 Employment generation coupled 

 

1.2  In this chapter, a brief  information 

 

Aatmanirbhar Bharat Rojgar Yojana 

(ABRY) 

1.3 Aatmanirbhar Bharat Rojgar Yojana 

(ABRY) was launched with effect from 1st 

October, 2020 as part of Atmanirbhar Bharat 

package 3.0 to incentivize employers for 

creation of new employment along with social 

security benefits and restoration of loss of 

employment during Covid-19 pandemic. This 

scheme being implemented through the 

Employees’ Provident Fund Organisation 

(EPFO), seeks to reduce the financial burden of 

the employers and encourages them to hire  

 

 

 

 

 

       more workers. The terminal date for 

registration of beneficiaries was 31.03.2022.  

 

Pradhan Mantri Mudra Yojana 

(PMMY) 

1.4 Pradhan Mantri Mudra Yojana 

(PMMY) is being implemented by the 

Government for facilitating self-

employment. Under PMMY, collateral free 

loans upto Rs. 10 lakh, are extended to 

micro/small business enterprises and to 

individuals to enable them to setup or 

expand their business activities.  

Garib Kalyan Rojgar Abhiyaan 

(GKRA) 

1.5 Government had launched the 

Garib Kalyan Rojgar Abhiyaan (GKRA) of 

125 days on 20th June, 2020 to boost 

employment and livelihood opportunities 

for returnee migrant workers and similarly 

affected persons including youth in rural 

areas, in 116 selected districts across 6 

States of Bihar, Jharkhand, Madhya 

Pradesh, Odisha, Rajasthan and Uttar 

Pradesh.  

 

PM GatiShakti 

 

1.6 PM GatiShakti is a 

transformative approach for economic 

growth and sustainable development. The 

approach is driven by seven engines, 

namely, Roads, Railways, Airports, Ports, 

Mass Transport, Waterways, and Logistics 

Infrastructure. This approach is powered by 

Clean Energy and Sabka Prayas leading to 
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with improving employability, is the priority of

 the Government. Accordingly, the Government

 of India has taken various steps for generating

 employment in the country. The Government

 of India has announced Aatmanirbhar Bharat

 package to provide stimulus to business and to

 mitigate the adverse impact of Covid 19. Under

 this package, the Government is providing 

fiscal stimulus of more than Rupees Twenty 

Seven lakh crore. This package comprises of 

various long term schemes/ programmes/ 

policies for making the country self-reliant 

and to create employment opportunities.  

about the various Employment Generation 

Schemes  run by the government(s) has been 

attempted which would help the Employment 

Officers/Vocational Guidance Officers  to guide

 the employment seekers in getting benefit  

of these schemes. 
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huge job and entrepreneurial opportunities 

for all.  

 

Production Linked Incentive (PLI) 

Schemes 

 

Projects involving substantial investment 

and public expenditure 

 

1.8 The Government of India is 

encouraging various projects involving 

substantial investment and public expenditure 

on schemes like Prime Minister’s Employment 

Generation Programme (PMEGP) of the 

Ministry of Micro, Small & Medium 

Enterprises, Mahatma Gandhi National Rural 

Employment Guarantee Scheme (MGNREGS) 

& Pt. Deen Dayal Upadhyaya Grameen 

Kaushalya Yojana (DDU-GKY) of the 

Ministry of Rural Development, Deen Dayal 

Antodaya Yojana-National Urban Livelihoods 

Mission (DAY-NULM) of the Ministry of 

Housing & Urban Affairs etc. for employment 

generation.  
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1.7 The Government has put 

emphasis on railways, roads, urban 

transport, power, telecom, textiles and 

affordable housing amid continued focus on 

the National Infrastructure Pipeline. Budget 

2021-22 launched Production Linked 

Incentive (PLI) schemes with an outlay of 

Rs. 1.97 lakh crore, for a period of 5 years 

starting from 2021-22. All these initiatives 

are expected to collectively generate 

employment and boost output in the 

medium to long term through multiplier-

effects.  

  

1.10  Scheme-wise  information 

and  related  website  links  are  given  in  the 

following table: 

   

1.9  Besides  these  initiatives, 

various  flagship  programmes  of  the 

Government such as Make in India, Digital 

India, Smart City  Mission, Atal Mission 

for  Rejuvenation  and  Urban 

Transformation,  Housing  for 

All,  Infrastructure  Development  and 

Industrial  Corridors  are  also  oriented 

towards  generating  employment 
opportunities. 
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Employment Generation Schemes/ Programmes of Government of India 

Sr. 

No. 

Name of the 

Scheme/ 

Programme 

Ministry Remarks 

1 Atmanirbhar 

Bharat Rojgar 

Yojana (ABRY) 

Ministry of 

Labour and 

Employment 

Aatmanirbhar Bharat Rojgar Yojana (ABRY) was 

launched with effect from 1
st
 October, 2020 as part 

of Atmanirbhar Bharat package 3.0 to incentivize  

employers for creation of new employment along 

with social security benefits and restoration of loss 

of employment during Covid-19 pandemic. The 

website link for the scheme is 

https://labour.gov.in/aatmanirbhar-bharat-

rojgar-yojana-abry 

 

2 Pradhan Mantri 

Rojgar 

Protsahan 

Yojana 

(PMRPY) 

Ministry of 

Labour and 

Employment 

3 National Career 

Service (NCS) 

Project 

Ministry of 

Labour and 

Employment 

Project for transformation of the National 

Employment Service to provide a variety of career 

related services like job matching, career 

counselling, vocational guidance, information on 

skill development courses, apprenticeship, 

internships etc. This project consists of three 

important components namely - (i) NCS Portal 

(www.ncs.gov.in); (ii) Model Career Centres; and 

(iii) Interlinking of Employment Exchanges. The 

website is https://www.ncs.gov.in/ 

 

4 Mahatma 

Gandhi 

National Rural 

Employment 

Guarantee Act 

(MGNREGA), 

Ministry of 

Rural 

Development 

MGNREGA is to provide at least 100 days of 

guaranteed wage employment in a financial year to 

every rural household whose adult members 

volunteer to do unskilled manual work. The 

website link for the scheme is 

https://nrega.nic.in/Nregahome/MGNREGA_ne

w/Nrega_home.aspx 
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Pradhan Mantri RojgarProtsahan Yojana (PMRPY) 

was launched with effect from 1.4.2016 to 

incentivise employers for creation of new 

employment. The beneficiaries registered upto 31st 

March, 2019  continued to receive the benefit for 3 

years from the date of registration under the 

scheme i.e. upto 31st March, 2022. 

 

https://labour.gov.in/aatmanirbhar-bharat-rojgar-yojana-abry
https://labour.gov.in/aatmanirbhar-bharat-rojgar-yojana-abry
https://pmrpy.gov.in/
http://www.ncs.gov.in/
https://www.ncs.gov.in/
https://nrega.nic.in/Nregahome/MGNREGA_new/Nrega_home.aspx
https://nrega.nic.in/Nregahome/MGNREGA_new/Nrega_home.aspx
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5 Garib Kalyan 

Rojgar 

Abhiyaan 

(PMGKRA) 

Ministry of 

Rural 

Development 

The Garib Kalyan RojgarAbhiyaan (GKRA) is a 

125-day Abhiyan launched by Hon’ble Prime 

Minister on 20th June, 2020 with a mission to 

address the issues of returnee migrant workers and 

similarly affected rural population by Covid-19 

pandemic through a multi- pronged strategy of 

providing immediate employment & livelihood 

opportunities to the 

distressed, to saturate the villages with public infra

structure and creation of livelihood assets to boost 

the income generation activities and enhance long 

term livelihood opportunities by giving focus on 25 

works in 116 selected districts across 6 States with 

a resource envelope of Rs 50,000 crore. The 

website link for the scheme is 

https://rural.nic.in/en/press-release/garib-

kalyan-rojgar-abhiyan 

 

6 Aajeevika - 

National Rural 

Livelihoods 

Mission 

(NRLM) 

Ministry of 

Rural 

Development 

Aajeevika - National Rural Livelihoods Mission 

(NRLM) was launched by the Ministry of Rural 

Development (MoRD), Government of India in 

June 2011. Aided in part through investment 

support by the World Bank, the Mission aims at 

creating efficient and effective institutional 

platforms of the rural poor, enabling them to 

increase household income through sustainable 

livelihood enhancements and improved access to 

financial services. The website link for the 

Mission is https://aajeevika.gov.in/ 

7 Pt. DeenDayal 

Upadhyaya 

Grameen 

Kaushlya 

Yojana (DDU-

GKY) 

Ministry of 

Rural 

Development 

The Ministry of Rural Development (MoRD) 

announced the Deen Dayal Upadhyaya Grameen 

Kaushalya Yojana (DDU-GKY) Antyodaya Diwas, 

on 25th September 2014. DDU-GKY is a part of 

the National Rural Livelihood Mission (NRLM), 

tasked with the dual objectives of adding diversity 

to the incomes of rural poor families and cater to 

the career aspirations of rural youth. The website 

link for the scheme is 

http://ddugky.gov.in/content/about-us-0 
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https://rural.nic.in/en/press-release/garib-kalyan-rojgar-abhiyan
https://rural.nic.in/en/press-release/garib-kalyan-rojgar-abhiyan
https://aajeevika.gov.in/
http://ddugky.gov.in/content/about-us-0
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8 Rural Self 

Employment 

and Training 

Institutes 

(RSETIs) 

Ministry of 

Rural 

Development 

RSETI (Rural Self Employment Training 

Institutes) programme is a three-way partnership 

between the Ministry of Rural Development 

(MoRD), GoI, State Governments and Sponsor 

Banks. The Banks are mandated to open at least 

one RSETI in their lead district to provide training 

to rural youth to take up self-employment/ 

entrepreneurship ventures. RSETI program runs 

with an approach of short-term training & long-

term handholding of entrepreneurs. Rural poor 

youth between the age group of 18-45 years are 

eligible to join the training. The RSETIs have 

become established as pioneers in capturing the 

aspirations of the rural poor youth and turning 

them into profitable entrepreneurs by training them 

in the domain and entrepreneurial skills. The 

details is at website: 

https://rural.nic.in/en/pressrelease/rsetis-rural-

self-employment-training-institutes-launches-

new-batches-women-centric  

http://nirdpr.org.in/rseti/index.aspx 

9 PM- SVANidhi 

Scheme 

M/o Housing 

& Urban 

Affairs 

Prime Minister Street Vendor's  AtmaNirbhar 

Nidhi (PM SVAN idhi) Scheme since June 01, 

2020 to provide collateral free working capital loan 

to Street Vendors, vending in urban areas, to 

resume their businesses which were adversely 

affectedduetoCOVID-19inducedlock-down. The 

details of the scheme is at the website: 

https://pmsvanidhi.mohua.gov.in/  

 

10 Deendayal 

Antyodaya 

Yojana - 

National Urban 

Livelihoods 

Mission (DAY-

NULM) 

M/o Housing 

& Urban 

Affairs 

To reduce poverty and vulnerability of the urban 

poor households by enabling them to access gainful 

self-employment and skilled wage employment 

opportunities, resulting in an appreciable 

improvement in their livelihoods on a sustainable 

basis, through building strong grassroots level 

institutions of the poor. The mission would aim at 

providing shelters equipped with essential services 

to the urban homeless in a phased manner. In 

addition, the mission would also address livelihood 

concerns of the urban street vendors by facilitating 

access to suitable spaces, institutional credit, social 
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https://rural.nic.in/en/pressrelease/rsetis-rural-self-employment-training-institutes-launches-new-batches-women-centric
https://rural.nic.in/en/pressrelease/rsetis-rural-self-employment-training-institutes-launches-new-batches-women-centric
https://rural.nic.in/en/pressrelease/rsetis-rural-self-employment-training-institutes-launches-new-batches-women-centric
http://nirdpr.org.in/rseti/index.aspx
https://pmsvanidhi.mohua.gov.in/


 

Chapter-I/ Part V/Vol.I/ NESM/ 2022/ 

security and skills to the urban street vendors for 

accessing emerging market opportunities. The 

website for the scheme is https://nulm.gov.in/ 

 

11 Prime 

Minister’s 

Employment 

Generation 

Programme 

(PMEGP) 

Ministry of 

Micro, Small 

& Medium 

Enterprises 

12 Pradhan Mantri 

MUDRA 

Yojana 

(PMMY) 

Ministry of 

Finance 

Pradhan Mantri MUDRA Yojana (PMMY) is a 

scheme launched by the Hon’ble Prime Minister on 

April 8, 2015 for providing loans up to 10 lakh to 

the non-corporate, non-farm small/micro 

enterprises. These loans are classified as MUDRA 

loans under PMMY. These loans are given by 

Commercial Banks, RRBs, Small Finance Banks, 

MFIs and NBFCs. The borrower can approach any 

of the lending institutions mentioned above or can 

apply online through this 

portal www.udyamimitra.in . Under the aegis of 

PMMY, MUDRA has created three products 

namely 'Shishu', 'Kishore' and 'Tarun' to signify the 

stage of growth / development and funding needs 

of the beneficiary micro unit / entrepreneur and 

also provide a reference point for the next phase of 

graduation / growth. The website for the scheme 

is https://www.mudra.org.in/ 

 

13 Pradhan Mantri 

Kaushal 

VikasYojana 

(PMKVY) 

Ministry of 

Skill 

Development 

and 

Entrepreneurs

hip 

Pradhan Mantri Kaushal Vikas Yojana (PMKVY) 

is the flagship scheme of the Ministry of Skill 

Development & Entrepreneurship (MSDE) 

implemented by National Skill Development 

Corporation.The objective of this Skill 

Certification Scheme is to enable a large number of 

Indian youth to take up industry-relevant skill 

training that will help them in securing a better 

livelihood. The details of the scheme is at the 
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Prime Minister’s Employment Generation 

Programme (PMEGP),  is a major credit-

linked subsidy programme aimed at generating 

self-employment opportunities through 

establishment of micro-enterprises in the non-farm 

sector by helping traditional artisans and 

unemployed youth. The details can be seen from 

the website:https://msme.gov.in/1-prime-

ministers-employment-generation-programme-

pmegp 

 

https://nulm.gov.in/
https://msme.gov.in/1-prime-ministers-employment-generation-programme-pmegp
https://msme.gov.in/1-prime-ministers-employment-generation-programme-pmegp
https://msme.gov.in/1-prime-ministers-employment-generation-programme-pmegp
http://www.udyamimitra.in/
https://www.mudra.org.in/
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website: https://www.pmkvyofficial.org/ 

 

14 National 

Apprenticeship 

Promotion 

Scheme 

(NAPS)  

Ministry of 

Skill 

Development 

and 

Entrepreneurs

hip 

NAPS was launched in August 2016 by 

Government of India to promote the 

Apprenticeship in the country by providing 

financial incentives, technology and advocacy 

support. The scheme has the following two 

components 

1. Sharing of 25% of prescribed stipend subject to 

a maximum of Rs. 1500/- per month per apprentice 

with the employers. 

2. Sharing of basic training cost up to a maximum 

of Rs. 7,500 per apprentice. 

The details of the scheme are available  at 

website:https://msde.gov.in/en/schemes-

initiatives/apprenticeship-training/naps 

 

15 Production-

Linked 

Incentive (PLI) 

Scheme  

13 Ministries Hon'ble Finance Minister, Smt Nirmala Sitharaman 

has announced an outlay of INR 1.97 Lakh Crores 

for the Production Linked Incentive (PLI) Schemes 

across 13 key sectors, to create national 

manufacturing champions and generate 

employment opportunities for the country’s youth. 

The details of the scheme are at website: 

https://www.investindia.gov.in/production-

linked-incentives-schemes-india 
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https://www.pmkvyofficial.org/
https://msde.gov.in/en/schemes-initiatives/apprenticeship-training/naps
https://msde.gov.in/en/schemes-initiatives/apprenticeship-training/naps
https://www.investindia.gov.in/production-linked-incentives-schemes-india
https://www.investindia.gov.in/production-linked-incentives-schemes-india
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Flagship Programmes of the Government that have the potential 

 to generate productive employment opportunities. 

 

1 Digital 

India 

Ministry of 

Electronics 

and 

Information 

Technology, 

Digital India is a flagship programme of the 

Government of India with a vision to transform India 

into a digitally empowered society and knowledge 

economy.  The details of the scheme is at website: 

https://www.digitalindia.gov.in/ 

 

2 Atal 

Mission for 

Rejuvenati

on and 

Urban 

Transform

ation 

(AMRUT) 

Ministry of 

Housing and 

Urban Affairs 

The mission of AMRUT is providing basic services 

(e.g. water supply, sewerage, urban transport) to 

households and build amenities in cities which will 

improve the quality of life for all, especially the poor 

and the disadvantaged is a national priority. The 

details of the scheme are  available at website: 

http://amrut.gov.in/content/ 

3 Make in 

India 

DPIIT, 

Ministry of 

Commerce & 

Industry 

‘The ''Make in India'' initiative was launched on 25th 

September, 2014 to facilitate investment, foster 

innovation, build best in class infrastructure, and 

make India a hub for manufacturing, design, and 

innovation. It is one of the unique ''Vocal for Local'' 

initiatives that promoted India''s manufacturing 

domain to the world. The details are available at the 

website:https://www.makeinindia.com/ 

 

4 Smart 

Cities 

Ministry of 

Housing & 

Urban Affairs 

Smart Cities Mission was launched by the Hon’ 

Prime Minister on 25 June, 2015. The main 

objective of the Mission is to promote cities that 

provide core infrastructure, clean and sustainable 

environment and give a decent quality of life to their 

citizens through the application of ‘smart solutions’. 

The Mission aims to drive economic growth and 

improve quality of life through comprehensive work 

on social, economic, physical and institutional pillars 

of the city. The focus is on sustainable and inclusive 

development by creation of replicable models which 

act as lighthouses to other aspiring cities. 100 cities 

have been selected to be developed as Smart Cities 

through a two-stage competition. The details are 

available at website: https://smartcities.gov.in/about-

the-mission 
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https://en.wikipedia.org/wiki/Ministry_of_Electronics_and_Information_Technology
https://en.wikipedia.org/wiki/Ministry_of_Electronics_and_Information_Technology
https://en.wikipedia.org/wiki/Ministry_of_Electronics_and_Information_Technology
https://en.wikipedia.org/wiki/Ministry_of_Electronics_and_Information_Technology
https://en.wikipedia.org/wiki/Ministry_of_Electronics_and_Information_Technology
https://www.digitalindia.gov.in/
http://amrut.gov.in/content/
https://www.makeinindia.com/
https://smartcities.gov.in/about-the-mission
https://smartcities.gov.in/about-the-mission
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5 Shyama 

Prasad 

Mukherji 

Rurban 

Mission 

M/o Rural 

Development 

The Shyama Prasad Mukherji Rurban Mission 

(SPMRM) follows the vision of "Development of a 

cluster of villages that preserve and nurture the 

essence of rural community life with focus on equity 

and inclusiveness without compromising with the 

facilities perceived to be essentially urban in nature, 

thus creating a cluster of "Rurban Villages".The 

objective of the Shyama Prasad Mukherji Rurban 

Mission (SPMRM) is to stimulate local economic 

development, enhance basic services, and create well 

planned Rurban clusters. The details of the scheme 

are available at:https://rurban.gov.in/#gsc.tab=0 

 

6  The 

National 

Industrial 

Corridor 

 

Ministry of 

Commerce & 

Industry 

National Industrial Corridor Development 

Programme is India's most ambitious infrastructure 

programme aiming to develop futuristic industrial 

cities in India which can compete with the best 

manufacturing and investment destinations in the 

world. The same will create employment 

opportunities and economic growth leading to 

overall socio-economic development. The details are 

available at  website: https://www.nicdc.in/ 

7 Stand up 

India 

Scheme 

 

 Department of 

Financial 

Services, 

Ministry of 

Finance): 

Stand-Up India Scheme for financing SC/ST and/or 

Women Entrepreneurs. The objective of the Stand-

Up India scheme is to facilitate bank loans between 

10 lakh and 1 Crore to at least one Scheduled Caste 

(SC) or Scheduled Tribe (ST) borrower and at least 

one woman borrower per bank branch for setting up 

a greenfield enterprise. This enterprise may be in 

manufacturing, services, agriallied activities or the 

trading sector In case of non-individual enterprises at 

least 51% of the shareholding and controlling stake 

should be held by either an SC/ST or Woman 

entrepreneur. The details of the scheme are available 

at website: 

https://www.standupmitra.in/Home/SUISchemes#O

bjective 

 

8 Start Up 

India  

DPIIT, 

Ministry of 

Commerce & 

Industry 

 

Startup India is a flagship initiative of the 

Government of India, intended to catalyse startup 

culture and build a strong and inclusive ecosystem 

for innovation and entrepreneurship in India. The 

details are available at website: 
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https://rurban.gov.in/#gsc.tab=0
https://www.nicdc.in/
https://www.standupmitra.in/Home/SUISchemes#Objective
https://www.standupmitra.in/Home/SUISchemes#Objective
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https://www.startupindia.gov.in/ 

 

9 Pradhan 

Mantri 

Awas 

Yojana – 

Urban 

Ministry of 

Housing & 

Urban Affairs 

10 Swachh 

Bharat 

Mission- 

Grameen 

 

 

Ministry of Jal 

Shakti 

To accelerate the efforts to achieve universal 

sanitation coverage and to put the focus on 

sanitation, the Prime Minister of India had launched 

the Swachh Bharat Mission on 2nd October 2014. 

Under the mission, all villages, Gram Panchayats, 

Districts, States and Union Territories in India 

declared themselves "open-defecation free" (ODF) 

by 2 October 2019, the 150th birth anniversary of 

Mahatma Gandhi, by constructing over 100 million 

toilets in rural India. The details are available at 

website:  

https://swachhbharatmission.gov.in/sbmcms/index.ht

m 

 

11 Swachh 

Bharat 

Mission - 

Urban 

(SBM-U),  

Ministry of 

Housing & 

Urban Affairs 

The Swachh Bharat Mission - Urban (SBM-U), 

launched on 2
nd

 October 2014 aims at making urban 

India free from open defecation and achieving 100% 

scientific management of municipal solid waste in 

4,041 statutory towns in the country. The objectives 

of the mission areElimination of open defecation, 

Eradication of Manual Scavenging, Modern and 
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Pradhan Mantri Awas Yojana – Urban  a flagship 

Mission of Government of India is being 

implemented by Ministry of Housing and Urban 

Affairs (MoHUA), was launched on 25th June 

2015. The Mission addresses urban housing 

shortage among the EWS/LIG and MIG 

categories including the 

slum dwellers by ensuring a pucca house to all 

eligible urban households by the year 2022, when 

Nation completes 75 years of its Independence. 

PMAY(U) adopts a demand driven approach 

wherein the Housing shortage is decided based on 

demand assessment by States/Union Territories. 

State Level Nodal Agencies (SLNAs), Urban Local 

Bodies (ULBs)/ Implementing Agencies (IAs), 

Central Nodal Agencies (CNAs) and Primary 

Lending Institutions (PLIs) are main stakeholders 

who play an important role in implementation and 

success of PMAY(U). The details of the scheme are 

available at website: https://pmay-urban.gov.in/about 

 

https://www.startupindia.gov.in/
https://pmay-urban.gov.in/about
https://swachhbharatmission.gov.in/sbmcms/index.htm
https://swachhbharatmission.gov.in/sbmcms/index.htm
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Scientific Municipal Solid Waste Management, To 

effect behavioral change regarding healthy sanitation 

practices, Generate awareness about sanitation and 

its linkage with public health, Capacity 

Augmentation for ULB’s, To create an enabling 

environment for private sector participation in Capex 

(capital expenditure) and Opex (operation and 

maintenance).   The details are available at 

website:https://mohua.gov.in/cms/swachh-bharat-

mission.php#:~:text=The%20Swachh%20Bharat%2

0Mission%20%2D%20Urban,Elimination%20of%2

0open%20defecation 

12 Pradhan 

Mantri 

Garib 

Kalyan 

Yojana 

(PMGKY) 

Ministry of 

Labour and 

Employment 

The Govt. of India on 26.03.2020 announced 

Rs.1.70 Lakh Crore relief package under Pradhan 

Mantri Garib Kalyan Yojana (PMGKY) for the poor 

to help them fight the battle against Corona Virus 

Pandemic. As part of the said package, the Central 

Govt. proposes to pay 24 percent of the monthly 

wages into EPF accounts for next three months of 

Wage earners below Rupees fifteen thousand per 

month, who are employed in establishments having 

up to one hundred employees, with 90% or more of 

such employees earning monthly wages less than 

Rs.15000/-. Details of the scheme are available at 

the link: 

https://www.epfindia.gov.in/site_docs/PDFs/Circular

s/Y2020-2021/SchemeCOVID_24_10042020.pdf 
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https://mohua.gov.in/cms/swachh-bharat-mission.php#:~:text=The%20Swachh%20Bharat%20Mission%20%2D%20Urban,Elimination%20of%20open%20defecation
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Sr. 

No. 

Name of the 

Scheme/ 

Programme 

Ministry Remarks 

Ministry of 

Labour & 

Employment 

2 National Pension 

Scheme for 

Traders, and Self-

employed Persons 

(NPS-Traders) 

Ministry of 

Labour & 

Employment 

The scheme is meant for old age protection and 

social security of retail traders/ shopkeepers and 

self-employed persons whose annual turnover is 

not exceeding Rs. 1.5 crore. These retail traders/ 

shopkeepers and self-employed persons are mostly 

working as shop owners, retail traders, rice mill 

owners, oil mill owners, workshop owners, 

commission agents, brokers of real estate, owners 

of small hotels, restaurants and other Laghu 

Vyaparis. The website for the scheme is 

https://labour.gov.in/nps-traders 

 

3 
Pradhan Mantri 

Jeevan Jyoti Bima 

Yojana 

(PMJJBY) 

 

Ministry of 

Finance 

258

1 Pradhan Mantri 
Shram Yogi 
Maan-dhan 
(PM-SYM): 

Government of India has introduced a pension 

scheme for unorganised workers namely Pradhan 
Mantri Shram Yogi Maan-dhan (PM-SYM) to 

ensure old age protection for Unorganised 

Workers. Details of the scheme is at website: 

https://labour.gov.in/pm-sym 

 

The PMJJBY is available to people in the age 

group of 18 to 50 years having a bank account 

who give their consent to join / enable auto-debit. 

Aadhar would be the primary KYC for the bank 

account. The life cover of Rs. 2 lakhs shall be for 

the one year period stretching from 1st June to 

31st May and will be renewable. Risk coverage 

under this scheme is for Rs. 2 Lakh in case of 

death of the insured, due to any reason. The 

premium is Rs. 330 per annum which is to be auto-

debited in one installment f rom the subscriber’s 

bank account as per the option given by him on or 

before 31st May of each annual coverage period 

under the scheme. The scheme is being offered by 

Life Insurance Corporation and all other life 

insurers who are willing to offer the product on 

similar terms with necessary approvals and tie up 

with banks for this purpose. The website is 

https://financialservices.gov.in/insurance-

https://labour.gov.in/pm-sym
https://labour.gov.in/nps-traders
https://financialservices.gov.in/insurance-divisions/Government-Sponsored-Socially-Oriented-Insurance-Schemes/Pradhan-Mantri-Jeevan-Jyoti-Bima-Yojana(PMJJBY)
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divisions/Government-Sponsored-Socially-

Oriented-Insurance-Schemes/Pradhan-Mantri-

Jeevan-Jyoti-Bima-Yojana(PMJJBY) 

 

4 
Pradhan Mantri 

Suraksha Bima 

Yojana (PMSBY) 

 

Ministry of 

Finance 

The Scheme is available to people in the age group 

18 to 70 years with a bank account who give their 

consent to join / enable auto-debit on or before 

31st May for the coverage period 1st June to 31st 

May on an annual renewal basis. Aadhar would be 

the primary KYC for the bank account. The risk 

coverage under the scheme isRs.2 lakh for 

accidental death and full disability and Rs. 1 lakh 

for partial disability. The premium of Rs. 12 per 

annum is to be deducted from the account holder’s 

bank account through ‘auto-debit’ facility in one 

installment. The scheme is being offered by Public 

Sector General Insurance Companies or any other 

General Insurance Company who are willing to 

offer the product on similar terms with necessary 

approvals and tie up with banks for this purpose. 

The website is 

https://financialservices.gov.in/insurance-

divisions/Government-Sponsored-Socially-

Oriented-Insurance-Schemes/Pradhan-Mantri-

Suraksha-Bima-Yojana(PMSBY) 

 

5 
Atal Pension 

Yojana 

 

Ministry of 

Finance 

The Atal Pension Yojana (APY) was launched on 

09.05.2015 to create a universal social security 

system for all Indians, especially the poor, the 

under-privileged and the workers in the 

unorganised sector. APY is administered by 

Pension Fund Regulatory and Development 

Authority (PFRDA). ` The website is 

https://financialservices.gov.in/pension-reforms-

divisions/Atal-Pension-Yojana 

 

6 
National Social 

Assistance 

Programme 

(NSAP)  

 

Ministry of 

Rural 

Development 

The National Social Assistance Programme 

(NSAP) is a welfare programme being 

administered by the Ministry of Rural 

Development. This programme is being 

implemented in rural areas as well as urban areas. 

NSAP represents a significant step towards the 

fulfillment of the Directive Principles of State 
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https://financialservices.gov.in/insurance-divisions/Government-Sponsored-Socially-Oriented-Insurance-Schemes/Pradhan-Mantri-Jeevan-Jyoti-Bima-Yojana(PMJJBY)
https://financialservices.gov.in/insurance-divisions/Government-Sponsored-Socially-Oriented-Insurance-Schemes/Pradhan-Mantri-Jeevan-Jyoti-Bima-Yojana(PMJJBY)
https://financialservices.gov.in/insurance-divisions/Government-Sponsored-Socially-Oriented-Insurance-Schemes/Pradhan-Mantri-Jeevan-Jyoti-Bima-Yojana(PMJJBY)
https://financialservices.gov.in/insurance-divisions/Government-Sponsored-Socially-Oriented-Insurance-Schemes/Pradhan-Mantri-Suraksha-Bima-Yojana(PMSBY)
https://financialservices.gov.in/insurance-divisions/Government-Sponsored-Socially-Oriented-Insurance-Schemes/Pradhan-Mantri-Suraksha-Bima-Yojana(PMSBY)
https://financialservices.gov.in/insurance-divisions/Government-Sponsored-Socially-Oriented-Insurance-Schemes/Pradhan-Mantri-Suraksha-Bima-Yojana(PMSBY)
https://financialservices.gov.in/insurance-divisions/Government-Sponsored-Socially-Oriented-Insurance-Schemes/Pradhan-Mantri-Suraksha-Bima-Yojana(PMSBY)
https://financialservices.gov.in/pension-reforms-divisions/Atal-Pension-Yojana
https://financialservices.gov.in/pension-reforms-divisions/Atal-Pension-Yojana


 

Chapter-I/ Part V/Vol.I/ NESM/ 2022/ 

Policy enshrined in the Constitution of India which 

enjoin upon the State to undertake within its 

means a number of welfare measures. The website 

for the programme is 

https://nsap.nic.in/circular.do?method=aboutus 

 

7 
Ayushman 

Bharat-Pradhan 

Mantri Jan 

Arogya Yojana 

(AB-PMJAY) 

 

Ministry of 

Health & Family 

Welfare 

Ayushman Bharat, a flagship scheme of 

Government of India, was launched as 

recommended by the National Health Policy 2017, 

to achieve the vision of Universal Health Coverage 

(UHC). This initiative has been designed to meet 

Sustainable Development Goals (SDGs) and its 

underlining commitment, which is to "leave no 

one behind." Ayushman Bharat is an attempt to 

move from sectoral and segmented approach of 

health service delivery to a comprehensive need-

based health care service. This scheme aims to 

undertake path breaking interventions to 

holistically address the healthcare system 

(covering prevention, promotion and ambulatory 

care) at the primary, secondary and tertiary level. 

The website for the scheme is 

https://pmjay.gov.in/about/pmjay 

 

8 
National Safai 

Karamcharis 

Finance and 

Development 

Corporation 

(NSKFDC) 

 

Ministry of 

Social Justice & 

Empowerment 
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National Safai Karamcharis Finance & 
Development Corporation(NSKFDC),  A wholly 

owned Govt. of India Undertaking under the 

Ministry of Social Justice & Empowerment (M/o 

SJ&E) was set up on  24th January 1997  as a 

Company “Not for Profit” under Section 25 of the 

Companies Act, 1956.  NSKFDC is in operation 

since October, 1997, as an Apex Corporation for 

the all round socio-economic upliftment of the 

Safai Karamcharis, Scavengers and their 

dependants throughout India,through various loan 

and non-loan based schemes. Apart from operating 

various loan and non-loan based schemes for the 

upliftment of the target group, NSKFDC is playing 

a vital role in elimination of manual scavenging -

 the worst surviving symbol of 
untouchability.  NSKFDC has been designated as 

the Nodal Agency for implementation of the 

Central Sector Self Employment Scheme for 

https://nsap.nic.in/circular.do?method=aboutus
https://pmjay.gov.in/about/pmjay
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9 
Self Employment 

Scheme for 

Rehabilitation of 

Manual 

Scavengers 

(Revised) 

 

Ministry of 

Social Justice & 

Empowerment 

The Self-Employment Scheme for Rehabilitation 

of Manual Scavengers (SRMS) was introduced in 

January, 2007, with the objective to rehabilitate 

the remaining manual scavengers and their 

dependents in alternative occupations by March, 

2009. However, as this could not be done by the 

target date, the Scheme was extended up to 

March, 2010, with a provision for the coverage of 

spill-over of beneficiaries even thereafter, if 

required. As per the updated number, reported by 

States/UTs, after launch of the Scheme, 1.18 lakh 

manual scavengers and their dependents in 18 

States/UTs were identified for implementation of 

the Scheme. After the enactment of ‘Prohibition of 

Employment as Manual Scavengers and their 

Rehabilitation Act, 2013’, SRMS was revised in 

synchronization with the provision of the Act.  

As per the revised Scheme, identified manual 

scavengers, one from each family, are provided 

one-time cash assistance. The identified manual 

scavengers and their dependents are provided 

project based back-ended capital subsidy up to Rs. 

3,25,000 and concessional loan for undertaking 

self-employment ventures. Beneficiaries are also 

provided training for skill development for a 

period up to two years, during which a stipend of 

Rs. 3,000 per month is also provided. The website 

is https://socialjustice.gov.in/schemes/37 
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Rehabilitation of Manual Scavengers (SRMS) 

under the aegis of the Ministry of Social Justice & 

Empowerment. The website is 

https://nskfdc.nic.in/  

https://nskfdc.nic.in/
https://socialjustice.gov.in/schemes/37
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BACKGROUND OF THE ON GOING 
SCHEMES 

2.3 

2.4 The State Governments/UTs are at liberty 
to open similar Centres in the States/UTs 
from their own resources depending on 
their requirement. However most of these 
Centres are located in State Capital or 
highly SC/ST populated cities in 
States/UTs.  
 

Programmes run by NCSCs for 
SC/STs 

2.5  
 

Chapter-II 

SCHEMES &  PROJECTS 

 BY NATIONAL CAREER SERVICE CENTER FOR SC/STs 
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OBJECTIVE 
2.2  The objective of the Scheme is to 

NCSC for SC/STs were established in 
the states as model institutes to 
enhance the employability of SC/ST 
jobseekers through guidance/coaching/
 training. For this 
State Governments/UTs are to provide 
rent-free suitable accommodation 
covering a plinth area of approximately 
2500 sq. feet for each centre. 

enhance the employability of educated 
SC/ST jobseekers through Counseling 
/ Coaching &Training. These National 
Career Service Centres (NCSCs) for 
SC/ST ( erstwhile Coaching-cum-
Guidance Centre for SC/STs) render 
Educational and Vocational 
Guidance  to educated SC/ST job 
seekers ,  organize Confidence 
Building Programme and Personality  
 
 
 

(i) Vocational Guidance and Career 
Counseling Services: National 
Career Service Centres (NCSC) for 
SC/STs render educational and 
vocational guidance on 
groups/individual basis to educated 
SC/ST job seekers,   organize 
 Confidence  Building  and 
Personality Development 
Programmes, conduct mock 
interview  sessions,  disseminate 
information about various 
occupations and job opportunities 

 
2.1 The Elayaperumal Committee (1969), 

while examining the problems of 
education of scheduled castes in the 
context of the progress achieved, had 
inter-alia, recommended that the State 
Directors of Employment and Training 
should organize various training 
courses in Typing, Stenography, 
Accountancy, etc. to make the 
scheduled caste applicants more 
acceptable to the employers in the 
public & private sectors.  The 
Committee has, further, suggested 
that short courses in General 
Knowledge, “How to appear in an 
interview”, "Confidence Building 
Programmes", etc. should also be 
arranged.  At present there are 25 
such Centres functioning in the 
country one each located at Aizawl, 
Bangalore, Bhubaneswar, Kolkata, 
Delhi, Guwahati, Hisar, Hyderabad, 
Imphal, Jammu, Jabalpur, Jalandhar, 
Jowai, Jaipur, Kanpur, Kohima, Mandi, 
Chennai, Nagpur, Ranchi, Surat, 
Thiruvananthapuram, Naharlagun, 
Puducherry and Vishakhapatnam.  
 

 
 
  
 
Development Programmes, provide 
Vocational Guidance on Group and 
Individual basis, conduct mock 
interview sessions,  disseminate 
information about various occupations 
& job opportunities available. The 
centres maintain close liaison with the 
Employment Exchange and provide 
linkage with their Institutions as 
catalyst.  The job seekers are also 
guided and motivated by the centres 
to take up Self-Employment. 
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available.   
 

(ii)  Practice in Typing and 
Shorthand:  It has also been 

 
(iii)  Special Coaching Scheme 
for SC/STs: A special coaching 
scheme to prepare SC/ST 
candidates for competitive 
examinations/selection tests for 
Group “C” or equivalent posts was 
also being operated by DGE in 
Delhi under Non-Plan.  This 
scheme is implemented by 
arranging coaching in General 
English, General Awareness and 
Training in Shorthand & Typing 
and Computer training (as the skill 
test for recruitment to the posts of  
LDC & Stenographers and being 
conducted only on Computer by 
SSC) by selected reputed private 
educational institutions in Delhi.  23 
phases of the scheme have been 
completed upto 2016-17 under 
Plan.. 22325 SC/ST candidates 
have successfully completed 
coaching under this programme till 
March, 2022. 

 
 

(iv)  Computer Training Scheme: As a 

result of scientific & technological 
development and industrial growth, new 
job opportunities have emerged and 
there is a need to acquire new skill to 
meet the demand of these newly 
emerged jobs.  To enhance the 
employability of SC/ST job seekers in 
the well managed environment in 
information technology under the 
supervision and control of National 
Career Service Centre for SC/STs 
through reputed institution is the need 
of the hour. 

 

Hardware Maintenance Training 
(CHM-O level):  The Computer 
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observed that during the waiting on 
the Live Register of the 
Employment Exchanges, job 
seekers lose their speed of typing 
and shorthand.  A scheme of 
typing and shorthand has, 
therefore, been launched to ensure 
that SC/ST registrants maintain 
their speed while waiting on the 
Live Register. Out of  25 Centres, 
15 Centres, have been 
strengthened to provide training in 
typing and shorthand to those 
SC/ST job seekers who already 
possess skills in shorthand & 
typing and are registered with the 
Employment Exchanges an 
desire to maintain their speed. 

Hardware Maintenance  training 
Scheme in existing NCSC for SC/STs  
for imparting training in Computer 
Hardware Maintenance (CHM ‘O’ level) 
to educated SC/ST job seekers  through 
outsourcing to NIELIT  accredited 
institutions was started w.e.f  
01.08.2012 during 2012-13. The Module 
wise training was started w.e.f 
01.08.2015( during 2015-16).  9500 
SC/ST candidates at 21 NCSCs for 
SC/STs have been provided training till 
March, 2022.  
 
 
 

(v)    One year ‘O’ level Computer 
Training Schemes :The above Scheme 
was reoriented to provide computer 
training of “O” level for one year duration 
through outsourcing to DOEACC 
Society {now National Institute of 
Electronics and Information Technology 
(NIELIT) or its accredited institutions 
with the four module of the training 
during 2009-10. So far, 13 batches of the
 Scheme have been completed, 24260
 SC/ST candidates through DOEACC 
Society now National Institute of 
Electronic & Information Technology 
(NIELIT) till March, 2022.   
 
(vi) One year ‘O’ level Computer 
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Career Opportunities 
 
2.6 The career opportunities are 

 
 
BENEFITS UNDER THE SCHEME:  
 

2.7 The Indian economy is in the mode of 
globalization and liberalization.  
Presently, it has moved decisively to a 
higher growth phase.  Macro 
economic fundamentals continue to 
respire confidence and the investment 
climate is full of optimism.  The 14th 
Finance Commission will envisage 
rapid growth in employment 
opportunities while ensuring 
improvement in the quality of 
employment.  The employment 
generation strategy of the scheme is 
also predicated on the reduction of 
underemployment and the movement 
of surplus labour in agriculture sector 
to higher wage and more gainful 
employment in non-agricultural sector.  
Employment in manufacturing, 
construction, transport and 
communications is also expected to 
grow.  This change warrants a shift in 
emphasis in management philosophy 
with the high potential for 
multidiscipline trained manpower. 

the newly emerging field of 
Information Technology.   
Stipend through DBT 
 

2.9 

      

  

   AWARENESS/ PUBLICITY : 

 

2.10:  The Employment Officers working 
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in Employment Exchanges/Career 
Centres and heads of these centres  
should provide information about such 
programmes  to the  special category 
of jobseekers so  that   they can 
avail maximum benefit of these 
programmes to enhance their 
employability.  The information about 
these  programmes may also be 
uploaded on the Website/Employment 
Portal for maximum publicity.   

      

      

      

      

      

      

      

      

  

proposed considering the sector of 
prospective employers i.e. Service 
Industry (H/w & S/w) and Academia 
such as Trouble Shooters, Technicians
 (PC), Asst. System Administrators, Lab.
 Demonstrator,etc.   

2.8 Keeping in view, change in the world 
of  work,  there  appears  to  be  shift  from 
unilateral  to  multilateral  talent/trained 
manpower.  Also cost cutting and 
down  sizing  approaches  put  emphasis 
from mono skills  to  multi  tasks.  This 
training with Skill Development 
Initiative may play a vital role in 
developing multi skilled manpower from 
weaker section of society.  It will also 
be helpful in motivating the candidates 
to opt for Self-Employment venture in 

: A stipend of Rs.1000/- per month 
per candidate as per 80% of 
attendance in particular month is paid 
online through PFMS portal under 
DBT scheme besides free books & 
stationery of worth Rs.1000/- per 
candidates for the entire course.   
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BACKGROUND 

 
 
 
 
 
 
3.3  Non-formal vocational training is 
offered to PwDs who are not otherwise 
suitable for formal mode of training due to 
either severity of disability or poor 
educational backgrounds. During training 
PwDs are provided with stipend @ Rs 
2500/-P.M.  
 
3.4 Details of Trades in which Training is 
provided by these centres is mentioned 
below: 
   

List of Vocational Training trades 
approved for NCSC-DAs 

Sl.
No 

Name of 
NCSC-DA 

Approved Nomenclature 
of Trades 

1 Agartala` 

Computer Applications 

Wood Works 

Dress Making 

Consumer Electronics 

General Mechanic 

2 Ahmedabad 

Electrical 

Automobile Repair 

General Mechanic 

Consumer Electronics 

Refrigeration & AC 
Maintenance 

3 Bengaluru 

General Mechanic 

Consumer Electronics 

Commercial & 
Secretarial Practices 

Dress Making 

Printing, DTP & Book 
Binding 

Refrigeration & Air 
Conditioning 

4 
Bhubanes-

war 

General Mechanic 

Computer Applications 

Consumer Electronics 

Wood Works 

Dress Making 

Chapter- III   
 

SCHEMES & PROJECTS BY 

 NATIONAL CAREER SERVICE CENTER FOR DIFFERENTLY ABLED 
 
 

265

3.1 In order to bring Persons with 
Disabilities into the economic 
mainstream, Government of India with 
the assistance of USA, set up two 
Vocational Rehabilitation Centres for 
Handicapped (renamed as National 
Career Service Centres for Differently 
Abled in August, 2016) one each at 
Mumbai and Hyderabad in 1968. 
Encouraged by the success of these 
Centres and with the passage of time, 
more such Centres were set up. 
Presently, there are 24 Centres 
functioning in the country. These 
centres are located at Agartala, 
Ahmedabad, Bangalore, Bhubaneswar, 
Chennai, Delhi, Dehradun, Dimapur, 
Guwahati, Hyderabad, Shilong, 
Jabalpur, Jaipur, Kanpur, Kolkata, 
Ludhiana, Mumbai, Patna, Puducherry, 
Ranchi, Srinagar, Thiruvanthapuram, 
Una and Vadodara. The Centre located 
at Vadodara caters to the rehabilitation 
needs of disabled women exclusively. 
These Centers function as the sub-
ordinate offices of DGE. 

3.2.         The National Career Service 
Centres for Differently Abled evaluate 
the residual capacities of persons with 
disabilities; assist them in the process 
of planning their career, preparing for 
obtaining and retaining the employment 
commensurate with their socio-
psychological, physical and educational 
abilities. NCSC-DAs impart non formal 
vocational training, extend placement 
support, provide outreach services to 
different categories of PwDs etc. These 
centres also organize outreach 
programme like camps, job fairs and 
exhibition for generating awareness 
and facilitating rehabilitation services. 
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5 Chennai 

General Mechanic 

Computer Hardware 
Maintenance 

Computer Applications 

Dress Making 

Photography, Audio & 
Visual Animation 

Electrical & Domestic 
Appliances Repairing 

Printing, DTP & Book 
Binding 

Automobile Repairing 

6 Delhi 

Commercial & 
Secretarial Practices 

Wood Works 

Dress Making 

General Mechanic 

Consumer Electronics 

7 Dehradun 
Computer Operations & 
IT Enabled Services 

Electronic & Electrical 

8 Dimapur 
Computer Application 

Secretarial  Practices 

9 Guwahati 

Consumer Electronics 

Dress Making 

General Mechanic 

Commercial & 
Secretarial Practices 

Computer Application 

10 Hyderabad 

Printing, DTP & Book 
Binding 

Consumer Electronics 

Watch & Clock 
Repairing 

Computer Application 

Automobile Repairing 

Dress Making 

11 Jabalpur 

Consumer Electronics 

General Mechanic 

Computer Application 

12 Jaipur 

General Mechanic 

Dress Making 

Computer Application 

Consumer Electronics 

Wood Works 

13 Kanpur 
Dress Making 

Knitting, Embroidery & 
Hosiery 

Consumer Electronics 

Computer Application 

Wood Works 

Computer Hardware 
Maintenance 

General Mechanic 

14 Kolkata 

Consumer Electronics 

General Mechanic 

Computer Applications 

Dress Making 

Wood Works 

15 Ludhiana 

Consumer Electronics 

General Mechanic 

Dress Making 

Knitting, Embroidery & 
Hosiery 

Computer Applications 

16 Mumbai 

Electrical & Electronics 

Consumer Electronics 

General Mechanic 

Dress Making 

Computer Application & 
Office Management 

DTP, Art & Animation 

Offset Printing & Book 
Binding 

Automobile Repairing 

17 Patna 

Computer Application 

Dress Making 

General Mechanic 

Wood Works 

Consumer Electronics 

18 Puducherry 

Dress Making 

Automobile Repairing 

Computer Application 

Consumer Electronics 

Computer Hardware 
Maintenance 

19 Ranchi 

Automobile Repairing 

Consumer Electronics 

General Mechanic 

Dress Making 

Computer Hardware 
Maintenance 

Offset Printing & Book 
Binding 
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Computer Application & 
Office Management 

Hair & Skin Care 

Electrical & Home 
Appliances Repairing 

21 Srinagar 

Computer Application 

Dress Making 

General Mechanic 

22 
Thiruvanan-

thapuram 

Automobile Engineering 

Commercial & 
Secretarial Practices 

Computer Application 

Dress Making 

General Mechanic 

Printing & DTP 

Consumer Electronics 

Wood Works 

Plumbing & Sanitary 
Hardware Fitter 

23 Una 

Consumer Electronics 

Computer Application 

Automobile Repairing 

Dress making 

General Mechanic 

24 Vadodara 

Dress Making 

Computer Application 

Commercial & 
Secretarial Practices 
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Computer Application 
20 Shillong 

Clock, Watch 
Assembling & Mobile & 
Computer Servicing 

in  Employment  Exchanges/ 
CareerCentres and heads of these 
centres should  provide  information 
about  such  programmes  to  the  
special  category  of  jobseekers  so 
they  can  avail  maximum  benefit  of 
these programmes  to  enhance 
their employability.  The information 
aboutthese  programmes may also 
be uploaded  on  the  Website/ 
Employment  Portal  for  maximum 
publicity. 

 

 

3.5  The Employment Officers working
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Introduction 
 
4.1 

 

Courses 

4.3 

These centers are organizing 
the following courses through 
reputed institution and 
NEILIT. These courses are 
provided totally free of cost to 
SC/ST candidate only; 

 

(1) Special Coaching 
Scheme (11 months) which 
enables the candidates to 
compete in competitive 
exams and prepare for 
interview for Group-C clerical 
posts etc.  

(2) Computer ‘O’ Level 
Software Course through 
NIELIT (12 Months) which 
equips the candidates with 
latest knowledge in the field 
of information technology. 

(3) Computer ‘O’ Level 
Hardware and Maintenance 
Course (12 months) through 
NIELIT. Which helps the 
candidates master in the field 
of computer hardware.  
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The Directorate General of 

Employment (DGE) has been 

implementing following 2 DBT 

Cash Scheme since 2013 for 

the enhancement of 

employability of SC/STs job 

seekers through NCSC for 

SC/STs (erstwhile CGCs). 

Another DBT Scheme is for 

person with disabilities 

(PwDs) which was introduced in

 December-2017 through 

NCSC DA (erstwhile VRCs).  

1.  Welfare  of  SC/ST 
jobseekers  through 
Coaching cum Guidance 
Centers  (CGCs).  Now 
renamed  as  NCSC  for 
SC/ST. 

2.  Scheme  of  Vocational 
Rehabilitation  Centre 
forHandicapped (VRCs) 
renamed  as  NCSC  for 
DA. 

4.2 Under first Scheme, presently 
25 NCSC for SC/ST Centers are 
working across the country. All  
these Centres are implementing 
DBT Scheme.  These Centers are 
located in Aizwal, Bangalore, 
Bhubaneswar, Kolkata, Delhi, 
Guwahati, Hisar, Hyderabad,  

Jalandhar, Jowai, Jaipur, Kanpur, 
Kohima, Mandi, Chennai, Nagpur,  

 

 

 

 

 

Imphal, Jammu, Jabalpur, 

Ranchi, Surat, Thiruvananthapuram, 
Puducherry, Naharlagun and 
Vishakhapatnam. 
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4.4 Stipend 

 

The eligible candidates are paid a 
monthly stipend @ Rs. 1,000/- per 
month per candidate paid subject. 

 

 

4.7 The eligible candidates are paid 
a monthly stipend @ Rs.2,500/- per 
month per candidate subject to 
condition of 80% or more attendance 
in a particular month, which is paid 
directly into the Aadhaar seeded 
savings bank account of the 
beneficiary through PFMS Portal 
online. 
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4.5  Under  second  Scheme, 

presently  24  NCSC  for  DA 

Centers are  working  across  the 

country  and  all  are  implementing 

DBT  Scheme  to  enhance 

the employability of Persons with

 Disabilities  (PwDs).  The  center 

In- charge  along  with  required 

staff  assess the residual capability 

of  the  candidate  and  adopts 

different official process and admits 

in NCSC for DA vocational training 

course. The centers are located at 

Agartala,  Ahmedabad, 

Bangalore, Bhubaneswar, Chennai, 

Delhi,  Guwahati,  Hyderabad, 

Jabalpur,  Jaipur,  Kanpur,  Kolkata, 

Ludhiana,  Patna,  Mumbai, 

Puducherry,  Ranchi,  Trivandrum, 

Srinagar,  Una 

and Vadodara, Dimapur,Shillong and
 Dehradun.  
4.6 All the vocational training 
courses are organised in-house by 
the NCSC for DA Centres. 
These courses are totally free of cost 
for  PwD candidates according to 
norms. 
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Introduction 

 

5.1  

The Central Institute for Research and 

Training in Employment Service 

(C.I.R.T.E.S)  was established in  October, 

1964 under the D.G.E&T (now DGE), 

Ministry of Labour & Employment.  The 

institute was rechristened as National 

Institute for Career Service (NICS) on 20th 

July 2016.  NICS, located at –NOIDA(UP) 

has been designated as nodal institute for 

capacity building under the National 

Career Service Project. 

  

 

Capacity Building Programmes for 

Employment Service Personnel 

 

5.2 

 

i. The following are the capacity 

building programmes organised at 

NICS for Employment Exchanges 

Officers, Nodal Officers and Staff 

of Model Career Centres, Young 

professionals, officers & staff of 

NCSC for DA and NCSC for 

SC/ST:   

a. Training programme on 

Employment Market Information 

& Labour Market Analysis 

b. Training Programme on National 

Career Service Portal 

Management  

c. Training Programme on Career 

Counselling/ Vocational 

Guidance  

d. Training Programme on Self 

Employment & Entrepreneurship 

Development 

e. Induction & Refresher Training 

Programmes for the Employment  

 

 

 

 

 

 

 

 

 

 

Officers and Young 

Professionals.  

. 

f. Collaborative programme with 

VVGNLI etc 

g. Collaborative programme with 

State Directorates 

h. Training Programme on GEM/ 

DBT/ E-office/ PFMS/ API 

integration 

 

i. Training programme in the field 

of duties and responsibilities of 

promotional posts for officers of 

DGE etc. 

ii. Orientation Programme on NCS 

Portal for Job seekers, college 

students, school students, ITI 

students, NYK Volunteers, 

NIOS students etc.   

iii. Workshop on NCS Scheme for 

Employers, Counsellor, 

Placement Organizations etc.  

 

 

Employability training in association 

with industry 

 

5.3.1 NICS Noida in association 

with industry organises employability 

training for the jobseekers at Model 

Career Centres and District 

Employment Exchanges.  

Employability training helps to 

identify the job-seeker’s employability 

skills (both cognitive and non-

cognitive), combines them with 

improved self-awareness and prepares 

them for the available jobs in the 

Employment Market.  Such trainings 

Chapter  V 

Programmes and Activities by 

National Institute of Career Services (NICS), Noida 
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5.5 The Ministry of Labour and 

Employment launched the Scheme for 

Young Professionals with an aim to 

utilize the knowledge, energy and fresh 

way of thinking of the young social 

leaders to help in better transformation 

of the emerging landscape of 

Employment Service and Career 

counselling in India. For Effective 

functioning of Model Career Centres 

one Young Professional is being 

posted at each Model Career Centre 

located at various parts of the country 

for a period of 3 years.  The guidelines 

of the Young Professional Scheme of 

DGE, Ministry of Labour and 

Employment is at Annexure-II 

 

Roles and Responsibilities of YPs 

5.6 

 Facilitating smooth and 

efficient working of Model 

Career Centres 

 Promotion of National Career 

Service portal for multiple 

stakeholders  

 Facilitating the transition of 

employment exchanges into 

career centres by actively 

engaging in capacity building, 

branding and training on 

National Career Service project  

 Supporting State Governments 

and institutions in replicating 

this model in other centres  

 Preparing regular reports on 

performance indicators, to be 

shared with DGE  

 Identifying best practices and 

pain areas/bottlenecks in 

implementing DGE schemes 

and in the collaboration with 

National Career Service project  

 Coordinating outreach 

activities in schools/colleges 

and conducting job-fairs 

including interaction with 

academia, local industry, 

manufacturing associations, 

training providers, counsellors 

and others  
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Young Professional (YP) Scheme of 

Ministry of Labour and Employment 

are, at present, being conducted with 

the support of Tata Consultancy 

Services Youth Employability 

Programme, Microsoft DigiSaksham, 

MSME-Technology Development 

Centres etc.   

 

5.3.2 Employability training is also 

being conducted on NCS portal with 

the support of TCS iON and Microsoft 

India.  The free of cost self-paced 

online course on soft skills or career 

skills of TCS iON assists the learners 

in enhancing their personality.  The 

objective of this course is to ensure 

that learners, who have qualified both 

in academics and aptitude, gain the 

necessary skillsets demanded by 

industry today and get a head start in 

their career.  The topics covered under 

career skills training include soft skills 

that industry demands, interpersonal 

skills, corporate office and telephone 

etiquettes, writing effective emails, 

preparing impactful presentations, ace 

corporate interview, participating in 

discussions etc. 

 

5.4 The programme DigiSaksham 

from Microsoft on NCS portal is an 

effort to protect the interests of youth,
 specifically from rural and semi-urban

 cities,  by  up-skilling  them  to 

enhance  their  digital  skills. 

DigiSaksham  on  NCS  portal 

provides both self-paced and virtually

 instructor  led  training  to  the 

jobseekers.  Through  DigiSaksham, 

free of cost training is provided to the 

job-seekers in MS word, MS Excel, 

Security Fundamentals, Networking 

Fundamentals, HTML, Java, Azure, 

Python etc. 

A Calendar of Training Programmes 

of NICS is placed at Annexure_I 



                                       Chapter-V/ Part-V/ Vol.I/ NESM/2022 

 Plan, organize, develop and 

implement career events and 

publications to publicize Career 

Centre services, resources and 

speaker programs  

 Maintain lists and bulletins 

concerning jobs and mapping 

the required skills with the 

resource pool; provide 

information concerning the 

industry job trends across the 

country and assistance in the 

enhancement of the skills in a 

candidate  

 Conducting research and 

market analysis to create 

intelligence for better 

performance of Model Career 

Centres  

 Regular interaction with DGE 

for Model Career Centre 

monitoring  

 Prepare a wide variety of 

manual and electronic reports 

and materials (e.g. program 

mandated, brochures, mailers, 

etc.) for the purpose of 

communicating with staff, 

students and other stakeholders, 

and complying with program 

requirements.  

 Working under supervision of 

MCC nodal officer using 

standardized practices and/or 

methods; directing other 

persons within a small work 

unit and operating within a 

defined budget  

 Perform other related duties as 

assigned for the purpose of 

ensuring the efficient and 

effective functioning of the 

work unit at the Model Career 

Centres. 

 

 

Job Fair Modalities 

 

 

5.7.1 The events like job fairs 

create a platform for the 

employers/recruiters to meet the 

jobseekers.  In such events 

jobseekers will able to establish 

professional relationships or to 

discuss probable job/internship 

opportunities in the job market 

apart from participating in the 

selection process.   Job Fair 

Module on NCS Portal is 

developed to streamline the process 

of job fair activity by engaging all 

stakeholders i.e. Career centres, job 

seekers, employers and placement 

organisations on a single platform. 

Career Centre can create and 

manage job fair events by selecting 

the Job Fair Tab in the left panel of 

the Career Centre dashboard. This 

tab takes the user to CRM login 

page. Job fairs are generally 

organised at Career 

centre/employment exchange and 

on online.  However, both job fairs 

at career centre/employment 

exchange or online are created & 

launched on Job Fair module of 

NCS portal. The success of 

organising job fair depends on its 

proper planning.  Hence a list of 

activities to be performed for 

conducting the job fair is given 

below:  

 Informing Target 

Group/registered Jobseekers via 

mail, SMS etc 
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Pre Job Fair Activities  

5.7.2
 Finalizing date and venue 

    Creating & launching job fair 

on NCS portal 

 Identifying the target group 

 Budget allocation 

 Contacting registered 

employers via mail, call & 

through Job Fair module etc 
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 Mobilizing jobseekers & 

employers via press release, 

pamphlets etc. 

 Registration of job 

seekers/employers on NCS 

Portal 

 Allocation of duties to the staff 

and volunteers 

 Setting-up of job fair 

information cell 

 Distribution of tasks: 

(Informing Emergency 

services/ Physical 

Infrastructure/ IT Laboratory/ 

Logistics/ Preparation of 

Banners and Charts) 

 

 

5.7.3 Activities for the day of job fair 

 Inauguration of Job Fair 

 Providing guidance Service to 

Job Seekers 

 Arrangements for 

written/typing tests/CBT etc 

 Monitoring the process of job 

fair 

 Photography and videography 

 Certificate distribution to 

Employers and Volunteers 

 Preparation of press-release 

 

 

5.7.4 Post Job-Fair Activities 

 

 Coordinating with employer & 

updating the count & IDs of 

Job seekers who have 

participated & Shortlisted in 

NCS Portal within 10 days after 

completion of Job fair. . 

 Coordinating with Employer & 

updating the count & IDs of 

Job seekers who are 

provisionally & finally selected 

in NCS Portal within 30 days 

of completion of Job fair. 
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I. Integrated/Induction Training Programme for the newly recruited/promoted 
Employment Personnel 
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Annexure-I Chapter V 

Training/Capacity Building Programmes of NICS 

This is the basic course for all employment personnel to equip the comprehensive knowledge about the 
organisation at Central/State/District/Rural level, its structure and various services being run by the NCS. In 
addition, participants are also briefed on other supportive subjects like Apprenticeship training program, 
Entrepreneurship, Manpower planning, ILO convention, recommendation etc.   
 
Aim:  
To strength the understanding of newly recruited/promoted employment personnel about various aspects of 
activities of employment exchanges and NCS Project. To enable these newly recruited or promoted officers 
to understand the important role being played by the Employment Exchanges, Model Career Centres, NCSC 
for DA (VRCs) & NCSC for SC/ST (CGCs) in promoting employment amongst unemployed youth, job 
seekers of different categories. 
   
Objective: 
To provide an overview of some of the important areas of work of Employment Exchanges, MCCs, NCSC for 
DA  (VRCs) & NCSC for SC/ST (CGCs). 
To develop insight on the NCS project. 
To discuss various networks and strategies for effective implementation of Employment Marketing 
Information, Vocational Guidance, Counselling, Entrepreneurship activities in employment Exchanges for the 
benefit of Job Seekers and Unemployed Youth. 
 
Course Module: 
About Employment Marketing Information & activities. 
About Vocational Guidance & activities. 
Overview of NCS portal management. 
Role of MCCs, YPs in NCS 
Entrepreneurship 
Career Counselling 
Importance of Job Fair, Job fair management. 
Labour Market Analysis and Employment Unemployment situation in India 
 
Methodology: 
Classroom Training 
Computer Lab Training 
Field Visit 
 
Faculty: 
Internal faculty, other eminent experts from various institutes like NCERT, Indian Institute of Foreign Trade, 
VVGNLI, Indian School of Business, Delhi University, Lady Shri Ram College, Honda, Maruti etc. 
 
Participation Level: 
Newly Recruited and promoted Employment personnel dealing with the activities of Employment Exchanges/ 
UEIGBx/ Model Career Centres. 
 
Duration: 12 Days (2 Weeks) 
 
Dates:  Three Programmes have been planned during April 2022, Sept 2022 and Nov 2022 
 
How to Apply: Trainees will be nominated by State Directorates/ DGE(HQ). 
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*** 
 
 
 
 
 

II. Training on Career Counselling Techniques & Type of Counselling for 
Employment Personnel 

III. Training program for Employment Personnel on Vocational Guidance 
Services, its understanding & importance  
Aim: 
To refresh the knowledge of Employment Personnel in the area of vocational guidance and its related 
activities. 
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Aim: 
To refresh the knowledge of Employment Personnel in the area of Career Counselling and its related 
activities. 
 
Objectives:  
Training course helps in updating the knowledge and skills of the employment personnel to take up various 
activities of Career Counselling more effectively with designed level of standard and efficiency. It also helps 
the employment personnel in equipping them with new tools and techniques to be used in the field. 
 
Course Module: 
Assessment Tools: Introduction to Psychometric Test & Evaluation of Psychometric Test 
Introduction to Counselling and stages of Counselling Process 
Need for Counselling and Role of Counsellor/Career Counsellor in MCC 
Role Play 
Job Skill Mapping 
NCS Portal management 
Self-Employment & Entrepreneurship  
Career Counselling-Interaction with Jobseekers & Students 
Employment opportunities in Private Sector & International Placements 
 
Methodology: 
Classroom Training 
Computer Lab Training 
Field Visit 
 
Faculty: Internal faculty, other eminent experts from various institutes like NCERT, IIFT, VVGNLI, Delhi 
University, NIESBUD, Lady Shri Ram College, Honda, Maruti etc. 
 
Participation Level: Employment personnel who are looking into the activities of Career Counselling. 
 
Duration: 5 Days (1 Week) 
 
Dates: Three Programmes have been planned during Dec 2022 and March 2022. 
 
How to Apply: Trainees will be nominated by State Directorates 
*** 
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Objectives:  
Training course helps in updating the knowledge and skills of the employment personnel to take up various 
activities of Vocational Guidance more effectively with designed level of standard and efficiency. It also helps 
the employment personnel in equipping them with new tools and techniques to be used in the field. 
 
Course Module: 
VG Activities & Counselling Techniques 
Collection, Compilation and dissemination of occupational information 
Entrepreneurship in India- Significance, Trends & challenges 
Importance of VG/Career Counselling in NCS Project 
Job Skill Mapping 
ILO convention/recommendation relating to employment market. 
NCO, NIC 
Survey and Research Methodology 
NCS Portal management & Role of NCS & MCCs in employment/labour market 
Employment schemes of various Ministries 
 
Methodology: 
Classroom Training 
Computer Lab Training 
Field Visit 
 
Faculty: Internal faculty, other eminent experts from various institutes like NCERT, IIFT, VVGNLI, Indian 
School of Business, Delhi University, NIESBUD, Honda, Maruti etc. 
 
Participation Level: Employment Personnel who are looking into the activities of VG. 
 
Duration: 5 Days (1 Week) 
 
Dates: Three Programmes have been planned during Aug 2022 and Jan 2023 Feb 2023. 
 
How to Apply: Trainees will be nominated by State Directorates 
*** 

IV. Training on Employment Market Information Service under NES & NCS for 
Employment Personnel 
Aim:  
To refresh the knowledge of employment personnel in the area of Employment Market Information and its 
related activities. 
 
Objective:  
This is a course to update the knowledge and skills of employment personnel to equip them with fast 
changing employment market due to globalisation of economy. The course helps the participants to 
understand the nature of employment market at various levels. To understand the role of NCS in 
Employment Market/Labour Market related areas.  
 
Course Module: 
ILO convention/recommendation relating to employment market. 
Survey and Research Methodology 
Employment Exchange, CNV Act/Rules & NCO, NIC 
Collection, compilation, interpretation of employment market information data. 
Preparation of Employment Market Information Reports. 
NCS Portal management 
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Role of NCS in employment market/labour market 
Employment schemes of various Ministries 
Labour Market Analysis and Employment Unemployment situation in India 
 
Methodology: 
Classroom Training 
Computer Lab Training 
Field Visit 
 
Faculty: Internal faculty, other eminent experts from various institutes like NCERT, IIFT, VVGNLI, Indian 
School of Business, Delhi University, NIESBUD, Honda, Maruti etc. 
 
Participation Level: Employment Personnel who are looking into the activities of EMI. 
 
Duration: 5 Days (1 Week) 
 
Dates: One Programme has been planned during Aug 2022. 
 
How to Apply: Trainees will be nominated by State Directorates. 
*** 

V. Training program on Self Employment & Entrepreneurship Development for 
Employment Personnel 
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Aim: 
To refresh the knowledge of Employment personnel in the area of Self Employment & Entrepreneurship 
Development and its related activities. 
 
Objectives:  
Training course helps in updating the knowledge and skills of the employment personnel to support new 
entrepreneurs, including coordinated delivery of national and state government entrepreneurship programs. 
 
Course Module: 
NCS Portal management 
Role of MCCs in NCS Project 
Entrepreneurship in India- Significance, Trends & challenges 
Self-Employment& Entrepreneurship (Type, Marketing, Planning, Operation, Finance & Schemes) 
Promoting entrepreneurship through skill development 
Entrepreneurship development scheme  
Employment & Unemployment scenario in India. Initiatives of Central/State Govt for Demographic Dividends 
EDP Program in India & Role of Government in organizing EDPs 
 
Methodology: 
Classroom Training 
Computer Lab Training 
Field Visit 
 
Faculty: Internal faculty, other eminent experts from various institutes like NCERT, Indian Institute of Foreign 
Trade, VVGNLI, Indian School of Business, Delhi University, NIESBUD, RUDSETI, Lady Shri Ram College, Honda,
 Maruti etc. 
 
Participation Level: Employment personnel 
 
Duration: 5 Days (1 Week) 



                           Annexure-I /Chapter-V/ Part.V/ Vol.I/NESM/ 2022 

 
Dates: Two Programmes have been planned during July 2022 and Feb 2023. 
 
How to Apply: Trainees will be nominated by State Directorates 

 
 
 
 
 

VI. Training Programme for Govt Officials on LMA & NCSP in collaboration with 
VVGNLI 

VII. Training Programme for Trade Union/NGOs on Employment Services and 
NCSP in collaboration with VVGNLI 
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Aim: 
To make the Employment personnel and Government Officials who are working in the area of Employment 
and skill development, aware of the Labour Market trends, Employment opportunities and important role 
being played by National Career Service project in this area. 
 
Objective:  
The main objective of the programme is to update the knowledge and skills of employment personnel on fast 
changing Labour market dynamics due to Liberalisation, globalisation and Privatisation of economy. The 
course helps the participants to understand the nature of Labour market trends at various levels. To give an 
idea of different Research Methodologies, based on which analysis of Labour market could be done and also 
to understand the role of NCS in Employment Market/Labour Market related areas.  
 
Course Module: 
ILO convention/recommendation relating to Labour/employment market. 
Survey and Research Methodologies. 
Employment Exchange, CNV Act/Rules & NCO, NIC 
Collection, compilation, interpretation of Labour / EMI data. 
Preparation of Labour / Employment Market Information Reports. 
NCS Portal management 
Role of NCS in extending employment opportunities to the Job Seekers through the studies of employment 
market/labour market analysis. 
Employment schemes of various Ministries. 
 
Methodology: 
Classroom Training 
Computer Lab Training 
 
Faculty: Internal faculty, faculty from DGE, other eminent experts from various institutes like NCERT, IIFT, 
VVGNLI, Indian School of Business, Delhi University, Lady Shri Ram College, etc. 
 
Participation Level: Employment personnel and Government Officials who are working in the area of 
Employment. 
 
Duration: 5 Days 
 
Dates: 2 programmes will be conducted during Jan 2023. 
 
How to Apply: Trainees will be nominated by State Directorates. 
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Aim:  
To make the participants aware of the Labour Market trends, Employment opportunities and important role 
being played by National Career Service project in this area. 
 
Objectives: 
To highlight the fast changing labour market dynamics. 
To understand the linkage between vocational education and skill training with growth and employment.  
To acquire knowledge about the vocational educational and training systems and about its various 
components.  
To understand the challenge of employment generation and appropriate skill development strategies to 
meet those challenges.   
To understand the role of NCS in Employment Market/Labour Market related areas. 
 
Course Module: 
Information on formal & informal economy 
ILO convention/recommendation relating to Labour/employment market 
Collection, compilation, interpretation of Labour / EMI data 
Preparation of Labour / Employment Market Information Reports. 
Vocational & skill training system in India 
Linking skill with employment & entrepreneurship 
NCS Portal management & role of NCS in employment/labour market analysis. 
Employment schemes of various Ministries with a special focus on NE States. 
 
Methodology: 
Classroom Training 
Computer Lab Training 
 
Participation Level: Trade Union Leaders from Central Trade Unions and NGOs from North Eastern States. 
 
Faculty: NICS, VVGNLI & external faculty from leading universities and research institutions. 
 
Duration: 5 Days 
 
Dates: 2 programmes will be conducted during Dec 2022 and Feb 2023 
 
How to Apply: Trainees will be nominated by State Directorates.  
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VIII. Training programme on NCSP & Administrative Matters for DGE, NCSCs 
for DA (VRCs) and NCSCs for SC/ST (CGCs) officers & Staff 
Aim: 
To refresh the knowledge of Officers of DGE, NCSCs for DA (VRCs) & NCSCs for SC/ST (CGCs) in the area of 
NCSP & Administrative Matter and its related activities. 
 
Objectives:  
Training course helps in updating the knowledge and skills of the officers of DGE, NCSCs for DA (VRCs) & 
NCSCs for SC/ST (CGCs) to take up various activities of NCS more effectively with designed level of 
standard and efficiency.  
 
Course Module: 
NCS Portal management 
Role of MCCs in NCS Project 
NCS-for disadvantaged section of the society with specific reference to the Role of NCS for DA (VRC) & NCS 
for SC/ST (CGC) 
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IX. Training programme on National Career Service Portal Management for 
Employment Personnel / MCC Nodal officers & Centre Managers 
 
NCSP Management training programme is an attempt to equip all the employment exchange officers with 
the working knowledge of NCS portal and how this portal can transform the employment services in our 
country. 
 
Aim:  
To strengthen the Employment officer’s capacity with all features of NCS portal and to make them 
understand the important role being played by NCSP in NCS project. 
 
Objectives: 
To update about the functionality of NCS portal and to resolve the issues of employment personnel on NCS 
portal. 
 
Course Modules: 
Functionality of NCS Portal 
Important features & Latest development of NCS Portal 
How various stake holders of NCS i.e. Job Seekers, Employers, Counsellors, Placement agencies, Local Service 
Providers, Gov. Departments etc. could utilise the services of NCS Portal.  
 
Methodology: 
Classroom Training 
Computer Lab Training 
 
Participation Level: 
Employment Officers, Assistant Employment Officers, Junior Employment Officer working with Employment 
Exchange / Model Career Centres/ UEIGBx 
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Role of EMI in NES in the changed scenario of the service 
NCO-2015 (MoLE) 
Employment & Unemployment scenario in India. Initiatives of Central/State Govt for Demographic Dividends 
Public Financial Management System (PFMS) 
DBT & Other Administrative Matter 
Government e-Marketplace (GEM) 
 
Methodology: 
Classroom Training 
Computer Lab Training 
Field Visit 
 
Faculty: Internal faculty, other eminent experts from various institutes like NCERT, Indian Institute of Foreign 
Trade, VVGNLI, Indian School of Business, Delhi University, Lady Shri Ram College, Honda, Maruti etc. 
 
Participation Level: DGE/ NCS for DA (VRC) / NCS for SC/ST (CGCs) officers & Staff. 
 
Duration: 3 Days  
 
Dates: Two Programmes have been planned during Sept 2022 & Mar 2023 
 
How to Apply: Trainees will be nominated by DGE, Directorate General of Employment 
*** 
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X. Training Programme on Management of National Career Service Portal for 
MCC Supporting Staff 
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Faculty: Internal faculty, other faculty from DGE, NCS team,etc. 
 
Duration: 2 days 
 
Dates: One Programme has been planned during Nov 2022. 
 
How to Apply: Trainees will be nominated by State Directorates. 
 
*** 
 
 
 
 
 

This training programme is an attempt to equip all the Supportive Staff of Model Career Centres established 
under NCS with the working knowledge of NCS portal and how this portal can transform the employment 
services in our country. 
 
Aim: 
To strengthen the MCC Supportive Staff’s capacity with all features of NCS portal and to make them 
understand the important role being played by NCSP in NCS project. 
 
Objective: 
NCS portal Management training for MCC Staff is designed for MCC Staff (Registration Manager & IT 
Assistant), It covers the details of National Career Service Scheme, managing MCC, data analytics of the 
portal information, organising  various events like job fair, counselling sessions, fund management etc. 
 
Course Module: 
Functionality of NCS Portal 
Important features & Latest development of NCS Portal 
How various stake holders of NCS i.e. Job Seekers, Employers, Counsellors, Placement agencies, Local Service 
Providers, Gov. Departments etc. could utilise the services of NCS Portal.  
 
Methodology: 
Classroom Training 
Computer Lab Training 
 
Participation Level: MCC Staff (Registration Manager & IT Assistant) 
 
Faculty: Internal faculty, other faculty from DGE, Technical team of NCS Project, etc. 
 
Duration: 2 Days 
 
Dates: Two programmes will be conducted during Oct 2022 and Nov 2022. 
 
How to Apply: Trainees will be nominated by Nodal Officers of respective MCCs. 
 
*** 
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XI. Induction Training of Young Professionals 
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Young Professionals are responsible for the establishment and management of the Model Career Centres 
(MCC) in different states. They are required to function in close association with the Employment Exchanges 
to integrate its activities for the benefit of the job-seekers and other beneficiaries.   
 
Aim:  
To strengthen the understanding of Young Professionals about National Career Service Project. To enable YPs 
to understand the important role being played by MCC and the best practices required to be followed by YPs 
to make these MCCs vibrant institutes for providing best services to the Job Seekers and unemployed youth. 
 
Objective: 
To provide an overview of some of the important area of work of MCC i.e. Job fair, Registration, 
career counselling and guidance services.  
To develop insight on the National Career Service Project 
To sensitise Young Professionals on various issues related employment, unemployment, self-employment, 
entrepreneurship etc. as well as best practices to be followed. 
To discuss the strategies for the promotion of  NCS portal by encouraging usage of NCS services like Training, 
Career Counselling, rich career content, job fairs etc. in various state level events and Job Fairs. 
 
Course Module: 
Overview of NCSP and latest updations of NCS PORTAL. 
Career Counselling 
Advanced Excel 
Entrepreneurial development-Management & Finance 
NCS portal Management (Theory & Hands on Training) 
Job Fair Management 
Content Management (Introduction to NCO) 
Assessment Tools: Psychometric Testing Introduction, Ability Profiler & Interest Profiler Test, Work 
Importance Test, Tests in Career Counselling. 
Employment schemes of various Ministries 
Employment & Unemployment scenario in India. Initiatives of Central/State Govt for Demographic Dividends 
ILO convention/recommendation relating to employment market. 
Survey and Research Methodology 
Collection, compilation, interpretation of employment market information data. 
Labour Market Analysis and Employment Unemployment situation in India 
 
 
Methodology: 
Classroom Training 
Computer Lab Training 
Field Visit  
 
Participation Level: Young Professional 
 
Faculty: Internal Faculty, other faculty from IIFT, DGE, Technical team of NCS Project, HCL ,etc
 
Duration: 1 Weeks                                                                              
 
Dates:  June 2022, Jul 2022, and Aug 2022, Sept 2022 and Oct 2022 
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How to Apply: This training is for newly recruited Young Professional. 
*** 
 
 
 

XII. Refresher Training Programme for Young Professionals 

XIII. Orientation Programme on NCS Portal for Job seekers 
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Aim: 
To refresh the knowledge of Young Professional working with Model Career Centres 
 
Objective: 
To update their knowledge on the NCS project and to provide a platform for them to share their feedback 
and ideas to improvise. 
To discuss problems and bottlenecks in effective implementation of NCS project at state level through MCCs 
and to identify best practices to overcome such bottlenecks. 
 
Course Module: 
Overview of NCSP and latest updates of NCS portal. 
Career Counselling 
Entrepreneurial development-Management & Finance 
NCS portal Management (Theory & Hands on Training) 
Job Fair Management 
Best Practice of MCCs – experience sharing by YPs. 
Brainstorming session on improvement of NCS portal and innovative ideas for effective implementation of 
NCS at MCCs. 
Interactive session with NCS project consultant team. 
 
Methodology: 
Classroom Training 
Computer Lab Training 
 
Participation Level: Young Professional who have completed at least one year of service contract period.  
 
Faculty:  Internal faculty and other faculty from institutes like IIFT, HCL,  Technical team of NCS Project,etc
 
Duration: 2 Days 
 
Dates: One programmes will be conducted during Jul 2022 
 
How to Apply: Trainees will be nominated by NICS. 
*** 
 

 
Aim:  
To make them aware of important role being played by National Career Service project in the National 
Employment Service. 
 
Objective: 
To familiarise with the various aspects of benefits for Job Seekers on NCS portal  
 
Course Module: 
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Overview of NCS Project 
Role Transformation of NES to NCS 
Overview of NCS Portal & Stakeholders 
Role of MCCs, YPs in NCS 
Importance of Job Fair, Job fair management 
 
Methodology: Lectures and power point presentation. 
 
Participation Level: 
Job Seekers (College Students/ Volunteers of District Coordinators of Nehru Yuva Kendras/ IGNOU students/ 
NIOS students) 
 
Faculty: Internal Faculty and faculty from DGE 
 
Duration: 1 Day 
 
Dates: 44 programmes will be conducted during Apr 2022 to Mar 2023. 
 
How to Apply: Trainees will be nominated by Schools and Colleges, also all Jobseekers (data on NCS Portal or 
data collected by YP via outreach activity) will be intimated via mail or SMS about orientation programme. 
 
*** 
 
 
 

 XIV. Workshop / conclave on NCS for Employers, Counsellors, Placement 
Organization, NGOs looking into Employment related activities, Skill Provider 
providers of PMKVY & Training providers of DDUGKY 
 
Aim: 
To make them aware of important role being played by National Career Service project in the National 
Employment Service. 
 
Objective: 
To familiarise on the various aspects & benefits of NCS Portal to different stakeholders of  NCS portal. 
 
Course Module: 
Overview of NCS Project 
Role Transformation of NES to NCS 
Overview of NCS Portal & Stakeholders 
Role of MCCs, YPs in NCS 
Importance of Job Fair, Job fair management 
Importance of Career Counselling 
 
Methodology: Lectures and power point presentation. 
 
Participation Level: 
Employers, NGOs looking into Employment related activities of civil societies, Private Placement 
Organization, Skill Provider providers of PMKVY, Training providers of DDUGKY etc. 
 
Faculty: Internal Faculty and faculty from DGE 
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Duration: 1 Day 
 
Dates: 24 programmes will be conducted during Apr 2022 to March 2023. 
 
How to Apply: Nominations will be collected directly from Employers & Skill providers through mails and 
SMS. 
 
*** 
 
 

XV. Skill Gap Training / Employability Training with Industry 
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Most of the unemployed youth, particularly in the rural areas, are lacking adequate employability skills which 
are hindering their scope for finding an adequate job for their living.  In order to strengthen the employability 
of the students and unemployed youth and help them to foresee a brighter future with aspiration and hope, 
this institute is organising free employability training programmes for them.  This training will help the 
unemployed youth to bridge their skill-gap and help them in their placement.  In such programmes, the 
institute seeks the support of the employers and their CSR initiatives.  These training programmes are 
being organised at various centres particularly at the MCCs established in different districts of the country.
  TCS Affirmative Action Program (TAAP), Classic Stripes Private Limited, Asian Paints etc. are already 
supporting for organising such employability training programmes.  
 
Aim: 
Providing Free Employability Training for the SC/ST and economically backward candidates. 
 
Objective: 
The training focuses on enhancing and improving the confidence level of the participants and hones their 
communication skills in English and analytical reasoning. These 100 hours training comprises the following 
curriculum: 
Communicative English 
Corporate etiquette and soft skills 
Resume building and Interview facing skills 
Analytical and reasoning skills 
Basic computer knowledge 
 
On successful conclusion of the 100-120 hours training, Certificate of completion & appreciation will be 
provided which will enhance the candidates' employability in the corporate world.   
 
Post Training Interview  
The candidates who have successfully completed the training will be forwarded for placement.  
The entire interview shall be devoid of all external and internal influences.  
All those who are selected will be chosen for entry level jobs at TCS across different locations in India.  
Talented candidates may be chosen for other locations too. 
Cost of the Training:  Free / NO Charges  
 
 
 
Requirement from MCC/ NICS 
Mobilisation of candidate as per above mentioned eligibility. 
Training room with seating capacity of 40-50 candidates  
Projector & Board / Markers etc    
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Submission of attendance / report by end of program. 
 
 
Dates: 05 programmes will be conducted during Apr 2022 to March 2023. 
 
How to Apply: Candidates are informed about upcoming training programme via mail or SMS then interested 
candidates nominate themselves by visiting MCC. 
*** 
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Ministry of Labour and Employment, Govt. of India, under the Mission Mode 

Project is implementing the National Career Service (NCS) Project for revamping 

public employment related service. For the smooth transformation, as per the approved 

proposal of NCS project, Model Career Centres (MCCs) have been set up to provide 

standardized employment services across the nation. In order to make these MCCs 

effectively functional, a ‘Young Professional Scheme’ was launched by Directorate 

General for Employment (DGE) wherein one YP has been deployed at each MCC, for a 

span of 3 years extendable up to 5 years, to facilitate the activities of the NCS 

Project.  The ‘Young Professional Scheme’ has been aimed to utilize the knowledge, 

energy and fresh way of thinking of these young social leaders to help in the better 

transformation of the emerging landscape of employment service and career 

counselling in India.    

 

The Terms and Conditions for appointment of Young Professional: 

   

1. MoLE (Ministry of Labour and Employment) is making this offer subject to 

verification and submission of all the required documents, meeting prescribed job 

specifications and on being found medically fit. Please note that you will not be paid 

any travelling allowance, conveyance, medical examination charge, for journey to join 

at the place of training.  

2. This is a purely contractual job which will be initially for a period of two years (can 

be extended up to a maximum of 5 years – one year at a time, on the recommendation 

of the Performance Appraisal Board) subject to half yearly performance assessment. In 

case a person leaves before completion of one year, he/she will not get any work 

experience certificate. In no way this contract shall be construed as a permanent 

Government job.  

3. The consolidated remuneration will be INR 50,000 per month along with an 

additional amount of INR 1500 per month for local conveyance.  

4. Upon completion of 1 year of service and on the basis of your work performance 

assessed through appraisals, an annual increment of INR 5000 may be awarded.  

5. YP can be transferred to any of the Model Career Centre locations based on the 

requirements of the Ministry/State Government.  

6. In case YP wish to leave the service before the expiry of the stipulated period, he/she 

shall give one month notice or pay a further sum equivalent to one month salary in lieu 

of such notice. These requests will be routed through the respective State Government.  

7. YP shall be eligible for 8 casual leaves in a year, in addition to the gazetted holidays 

of the respective Central or State Government.  

8. A certificate from a medical practitioner, stating that he/she is medically fit, is 

required before the YP is allowed to take up this appointment. If, on medical 

examination, it is found that the candidate do not conform to the required physical 

Annexure-II , Chapter V 

 

Details of Young Professional Scheme  
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standards, he/she shall not be permitted to take up this appointment. The decision of the 

medical practitioner in this regard shall be final.  

9. The appointee shall in no way divulge or disclose to any person or persons 

whatsoever the official know-how or other information coming to his/her knowledge in 

the course of his/her training and employment either in relation to its business or its 

operations.  

10. If at any stage, it is discovered that you have furnished wrong, incomplete, or false 

information or indulged in suppression of facts, his/her service will be summarily 

terminated without any prejudice to such further action as may be deemed fit and 

necessary by the organization.  

11. The Ministry/State Government reserves the right to terminate the contract by 

providing one month's notice based on the performance assessment, discipline or any 

other grounds deemed fit.  

S. No. Batch Dates of 

Recruitment Drives 

Date of Induction 

Training/ Joining 

No. of YPs 

who joined 

1.   Batch 1 11
th

-13
th

 June, 15 5
th

 October 2015 31 

2.   Batch 2 1
st
-3

rd
  & 8

th
 – 

9
th

 April, 16 

4
th

 July 2016 28 

3.   Batch 3 10
th

-12
th

 & 

27
th

 August, 16 

2
nd

 January 2017 32 

4.   Batch 4 23
rd

-25
th

 March, 17 19
th

 June 2017 24 

5.   Batch 5 10
th

 – 12
th

 October, 

18 

14
th

 January 2019 14 
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12. On the question of interpretation of any of the above terms and conditions, the 

decision of the Ministry shall be final and binding. 

 

 

            So far, NICS has conducted 7 YP recruitment drives. A total of 275 YPs have 

joined the project through these 7 recruitment drives out of which, 130 YPs are 

currently in service (10 YPs at NICS/DGE and remaining 120 YPs at various MCCs). 

Details of YP recruitments are as below: 

20
th

 June, 2022 78 6.  Batch 6 27
th

 – 29
th

 May, 2022 

09
th

 – 11
th

 June, 2022 

      7. Batch 7     11th -15th July, 2022 11th -15th July, 2022          68  

                          Total                                                                                           275



Role and Responsibilities - Young Professionals  

The Young Professionals’ scope of work shall include, but not be limited to:  

 Facilitating smooth and efficient working of Model Career Centres.  

 Promotion of National Career Services portal for multiple stakeholders.  

 Facilitating the transition of employment exchanges into career centres by actively 

engaging in capacity building, branding and training on National Career Services 

project.  

 Supporting State Governments and institutions in replicating this model in other 

centres.  

 Preparing regular reports on performance indicators, to be shared with DGE.  

 Identifying best practices and pain areas/bottlenecks in implementing DGE schemes 

and in the collaboration with National Career Services project.  

 Coordinating outreach activities in schools/colleges and conducting job-fairs 

including interaction with academia, local industry, manufacturing associations, 

training providers, counsellors and others.  

 Plan, organize, develop and implement career events and publications to publicize 

Career Centre services, resources and speaker programs.  

 Maintain lists and bulletins concerning jobs and mapping the required skills with the 

resource pool; provide information concerning the industry job trends across the 

country and assistance in the enhancement of the skills in a candidate.  

 Conducting research and market analysis to create intelligence for better 

performance of Model Career Centres  

 Regular interaction with DGE for Model Career Centre monitoring  

 Prepare a wide variety of manual and electronic reports and materials (e.g. program 

mandated, brochures, mailers, etc.) for the purpose of communicating with staff, 

students and other stakeholders, and complying with program requirements.  

 Working under supervision of MCC nodal officer using standardized practices and/or 

methods; directing other persons within a small work unit and operating within a 

defined budget.  

 Perform other related duties as assigned for the purpose of ensuring the efficient and 

effective functioning of the work unit at the Model Career Centres. 
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Introduction 

 

6.1 The Ministry of Labour and 

Employment is implementing the 

National Career Service (NCS) Project 

as a Mission Mode Project for 

transformation of the National 

Employment Service to provide a 

variety of career related services like job 

matching, career counselling, vocational 

guidance, information on skill 

development courses, apprenticeships, 

internships etc. The services under NCS 

are available online and can be accessed 

directly, through Career Centres, 

Common Service Centres, post offices, 

mobile devices, cyber cafes etc. The 

NCS Portal (NCSP) has been made 

functional at the URL 

(www.ncs.gov.in). The portal was 

dedicated to the nation by Hon’ble 

Prime Minister on 20/07/2015. 

6.2 The NCS Project has envisaged 

setting up of Model Career Centres 

(MCCs), a brick and mortar model of 

NCS, which have state-of-the-art 

infrastructure and will act as a hub of 

career counselling and also provide 

career related services such as 

organising job fairs, mobilise the 

employers, provide career counselling at 

local level etc. in collaboration with 

States and other institutions to the 

jobseekers and employers through 

outreach activities. The Government 

provides financial assistance to the 

states for establishing model career 

centres based on the proposals and 

scheme guidelines. Each Model Career 

Centre is supported by one Young 

Professional engaged for management 

of the centre and for better coordination 

with the Ministry, for a period of three 

years (extendible up to 5 Yrs). These  

 

 

 

 

 

 

model career centres can be replicated 

by the States from their own resources.  

6.3 In the first phase of the  

establishment of MCCs, a total of 107 

MCCs (including 7 on non-funded 

basis) were approved by the Inter-

Ministerial committee. The Govt. 

keeping in view of importance of 

employment as a thrust area in Govt. 

scheme, and to provide Employment 

related services to more and more 

jobseekers and other stake holders 

decided to establish 100 more Model 

Career Centres (MCCs) in collaboration 

with the State Governments thereby 

extending the geographical coverage of 

the scheme, increasing the number of 

Model Career Centres (MCCs) to 200. 

 

 

 

 

 

Chapter-VI 

Model Career Centres and Interlinking 
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6.4 So far, 377 MCCs have been 

approved (including 7 non-funded) 

under  the  NCS  project  till 
November, 2022. Establishment of 200

 MCCs has  been proposed during the 

15th  FC  (2021-26)  as  per  the  SFC 

meeting  held  on  24th  May,  2021 

primarily  in  State/UT  Employment 

Exchanges,  Education  &  Training 

Institutions,  Rural  and  Semi-urban 

centres  (KSK,  PRI,  CSC  etc.), 

Corporate  setups,  etc.  States/UTs 

interested to set up such MCCs will be 

expected to replicate services offered in 

these  centres  to  other  Employment 

Exchanges. 
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Objectives 

6.5 The MCCs are expected to 

connect local youth and other job 

seekers with all possible/available job 

opportunities in the vicinity. The 

MCCs would be undertaking outreach 

and counselling activities for the 

aspiring jobseekers. 

 

6.6 The Central Government is 

providing grant-in-aid upto Rs. 60 lakh 

for establishment of each new MCCs. 

These MCCs would be provided with 

appropriate infrastructure for: 

a) Effectively and continuously 

assessing demand of skills in labour 

markets; 

b) Guiding youth visiting the MCCs, 

outreach to schools/ colleges, various 

training institutions, on-the-job 

training, job opportunities, etc., 

according to their aptitude and 

potential; 

c) Connecting youth and other job 

seekers with jobs through portal, job 

fairs and other possible interface with 

employees such as campus placements. 

d) Mobilizing employers and other 

placement agencies to connect to NCS 

for meeting their HR requirements 

e) Organize at least one job fair in a 

month and one mega job fair in a year. 

f) Any other functions as may be 

entrusted by the Central Government. 

6.7 Model Career Centres are 

responsible for all activities related to 

the NCS project and will be linked to 

the NCS portal for improved quality of 

services and outcomes. 

 

Role of Government of India in 

setting up of MCC: 

  

6.8 The role of Central Government 

includes: 

 

1. Capacity Building Program for 

counsellors in Career Centres. 

2. Tools & Aids for undertaking the 

Career Counselling Activities. 

3. Tools & Aids for undertaking the 

Outreach Activities. 

4. Establishing the Model Career 

Centres. 

7. Skill Enhancement. 

 

Role of State Government/Sponsoring 

Institution in setting up of Model 

Career Centre: 

6.9 The success of the MCCs require 

active involvement of State 

governments/ other sponsoring 

institutions. Locations where MCCs are 

being established require a situational 

analysis of the catchment area as per the 

specified format, which covers 

distribution of training institutions, 

educational institutions and nature of 

industries etc. The broad contours are 

described below: 

1. Sponsoring Institution. 

2. Current situation analysis of 

the proposed centre in terms 

of the defined parameters as 

per the guidelines for their 

well-functioning. 

3. States/institutions are 

required to adopt a suitable 

sustainability model for 

smooth and consistent 

operations of Career Centres 

as per guidelines. 
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5. Deploying one  Young 

Professional (YP)/counsellors in 

each MCC for a period of  three 
years for assistance in career 

services. 
6. ICT platform in form of National 

Career Service Portal. 



 

 

 

                                                                                 Chapter- VI/ Part V/ Volume I/ NESM 2022 

4. Identification of suitable 

location(s) for establishing 

Model Career Centre 

5. Identification of Best 

Practices related to Industry 

interaction, Student 

Engagement and Outreach 

Program. 

6. Collation of Career, Job and 

Skill related data for hosting 

on National Portal. 

7. States/Institutions are 

required to appoint a nodal 

person for the NCS project. 

8. Services to be offered 

through Model Career Centre 

(MCC) 

 

6.10 

Coverage- Each Career Centre 

would cater to a catchment area 

comprising around 3-4 adjacent 

districts covering an area of 

approximately 100 sq. kms to 

map out the availability of 

institutions, industry, 

demographics etc. and post the 

details on the NCS portal for 

general access. The catchment 

area is for the purpose of 

capturing information on the 

portal in a comprehensive 

manner and is not intended to 

deny access of services to any 

candidate. The Ministry of 

Labour & Employment would 

facilitate Model Career Centres 

in conducting demand and 

supply assessment survey. 

 

Demand side- Industry 

Interaction 

Career Centres will undertake 

 

Supply side- Candidate 

Engagement 

 

On the supply side, Career 

Centres will provide counselling 

services to the job seekers and 

make them aware of 

opportunities based on their 

skills, area of interest and 

requirement. Career Centres will 

thus provide a range of career 

related services like career 

counselling, job matching, 

employment market analytics 

and other value added services. 

 

Job and Skill Mapping- Career 

Centre will undertake the job 

skill mapping for identification 

of right fit job for candidate. The 

candidates will be assessed 

through skill assessment and 

psychometric tests and guided to 

the right opportunity whether it 

is for employment, skill training, 

apprenticeship training, on-the-

job-training, finishing course 

(gap training) etc. 

IEC activities: Career Centre 

will through multi-pronged IEC 

strategy increase awareness 

amongst the various stakeholders 

like skill training institutes, 

assessment bodies, schools and 

college administration, local 

community leaders, government 

departments and public in 
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Activities to be performed by 

Career Center 

market sizing exercise to 

estimate the number of 

employment opportunities in 

their area, associated skill 

requirements, skill training,
 capacity availability, etc. This 

will require close and constant 

interface with local industry and 

employers. 
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general about the services 

available. 

 

Last Mile Employability 

(LME) courses will be provided 

under NCS Schemes for 

enhancing the employability of 

youth. These courses will be 

made available in collaboration 

with Industry, MoU partner 

etc.To operationalize the 

establishment of MCCs, a 

Memorandum of Understanding 

between Govt. of India and the 

institutions would be agreed 

upon and signed, as per the 

applicability. 

 

Review and Monitoring 

Mechanism 

6.11 Progress of MCC 

transformation may be 

monitored using pre-defined and 

configurable reports that will be 

generated based on the data 

maintained by each MCC. One 

of the major success parameters 

for effectiveness of MCCs will 

be the number of youth that are 

connected to jobs according to 

their potential. 

6.12 During the orientation 

training, the career counsellors 

will be trained on ways to 

develop the action plan specific 

to their individual centre as well 

as to conduct the outreach 

activities, job fairs and industry 

interaction. They will also be 

made aware of reporting 

methods for action plan progress. 

All activities carried out as part 

of the action plan will be tracked 

using the NCS portal. 

 

6.13 The performance of the 

MCCs may be marked on the 

 

6.14 DGE will also have access 

to insightful analysis and 

information that is generated 

from the NCS data for each 

MCC. These could be utilized by 

stakeholders to refine guidelines 

and share best practices for 

improving the services offered 

by MCCs. States/UTs will 

undertake periodic review of the 

reports and formulate corrective 

action for improving the MCC 

services. 

 

Submission of Proposals 

6.15 States/UTs/institutions are 

required to submit proposals for 

establishment of MCC based on 

the template provided in 

Annexure B which covers the 

following areas: 

 

1. Implementing Institution 

details. 

2. Current situation analysis. 

3. Infrastructure requirements 

with financial details. 

4. Proposed resource 

deployment plan. 
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criteria such as No. of candidates 

assessed for skill and aptitude, 

No of Job fairs conducted, No. 

of Employer who participated, 

No. of Jobseekers Participated, 

No. of Vacancies 

notified/coordinated, No. of 

Candidates given final offer 

letter/ placed through various 

channels, No. of Counselling and 

Outreach activities/sessions, 

No. of Employers/ Organizations
 registration coordinated, No. of

 jobseekers registration 

coordinated etc. 
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5. Proposed implementation 

timelines. 

6. Proposed Target Plan.  

 

6.16 An Appraisal Committee 

has been constituted to set the 

guidelines for evaluation of the 

proposals under the NCS 

framework based on 

administrative, technical, 

financial parameters including 

feasibility and viability and this 

committee will scrutinize the 

proposals based on the 

guidelines evolved. The 

Appraisal Committee while 

evaluating the proposals will 

give due weightage to the 

relevant experience of the 

Implementing Institution and 

ensure equitable distribution of 

MCCs throughout the country. It 

may seek clarifications and 

suggest modifications on the 

proposal submitted by the 

Implementing Institution, as 

necessary. The Appraisal 

committee may relax the 

guidelines depending upon the 

merit of the proposals on a case-

to-case basis. 

Interlinking of Employment 

Exchanges to the National 

Career Service Portal: 

6.17 In the scheme, DGE, 

Ministry of Labour & 

Employment will provide funds 

for basic IT infrastructure, minor 

re-furbishing of the 978+ 

employment exchanges and for 

organizing job fairs at the district 

level on a quarterly basis. 

Several States already have good 

ICT based systems for the 

employment services while other 

states require certain 

infrastructure to improve 

accessibility of the NCS services 

at the employment exchanges. 

The Scheme contours and 

funding areas are as follows:  

(a) One-time grant up to ₹ 3 lakh 

per employment exchange for IT 

infrastructure enhancement. 

(b) One-time grant up to ₹ 5 lakh 

per employment exchange for 

refurbishing the office complex. 

(c) A grant of up to ₹ 2 lakh per 

job fair per quarter to be 

organized at the District level. 
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JITENDER
Text Box
NOTE: For detailed  guidelines, funding pattern and latest updates regarding MCCs & Interlinking /integration, etc please visit DGE website (https://dge.gov.in/dge/)
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  NCS Project 

 

7.1 The Ministry is implementing the 

National Career Service (NCS) Project 

as a Mission Mode Project for 

transformation of the National 

Employment Service to provide a 

variety of employment related services 

like job matching, career counselling, 

vocational guidance, information on 

skill development courses, 

apprenticeship, internships etc. The 

services under NCS are available online 

through the NCS Portal 

(www.ncs.gov.in). 

 

Registration 

 

7..2 NCS offers registration under six 

categories viz. 

 

 

Jobseeker- A jobseeker or candidate is 

a person who is looking for a viable 

employment (job) opportunity. The 

National Career Service (NCS) portal 

provides ample employment 

opportunities to these jobseekers. To get 

a job through the NCS portal as a 

jobseeker, you need to first register 

yourself on the portal. The registration 

allows you to search and apply for jobs 

on the portal. You can also view and 

update your profile on the portal after 

registration. The user manual for the 

jobseekers is available at 

https://www.ncs.gov.in 

/User_Manuals/Jobseeker.pdf 

 

 

 

 

Placement Organisation - In the 

National Career Service (NCS) portal a 

placement organisation is akin to a 

person who runs a private business. The 

NCS portal helps a placement 

organisation to search for jobseekers 

matching their requirements and place 

these jobseekers in appropriate 

professions. The user manual for the 

Placement Organisation is available at 

https://www.ncs.gov.in/User_Manuals/

Placement_Organisation.pdf 

 

 

Skill Provider- A skill provider user 

profile refers to any organisation that 

imparts employment related skills to 

jobseekers and candidates. The user 

manual for the Skill Provider is 

available at 

https://www.ncs.gov.in/User_Manuals/

Skill_Provider.pdf 

Employer- An employer is a person 

who runs a private or a government 

business. The NCS portal helps an 

employer to search for jobseeker 

matching their requirements and hire 

them. To do so the employer has to 

register himself on the portal. The user 

manual for the Employer is available at 

https://www.ncs.gov.in/User_Manuals/

Employer.pdf 

Government Employer - In the National 

Career Service (NCS) portal a 

Government Employer is akin to an 

individual who is responsible for 

managing activities of a particular 

Chapter VII 

National Career Service Project 
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http://www.ncs.gov.in/
http://www.ncs.gov.in/User_Manuals/Placement_Organisation.pdf
http://www.ncs.gov.in/User_Manuals/Placement_Organisation.pdf
http://www.ncs.gov.in/User_Manuals/Placement_Organisation.pdf
http://www.ncs.gov.in/User_Manuals/Skill_Provider.pdf
http://www.ncs.gov.in/User_Manuals/Skill_Provider.pdf
http://www.ncs.gov.in/User_Manuals/Skill_Provider.pdf
http://www.ncs.gov.in/User_Manuals/Employer.pdf
http://www.ncs.gov.in/User_Manuals/Employer.pdf
http://www.ncs.gov.in/User_Manuals/Employer.pdf
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government organisation on the portal. 

As a Government Employer, the NCS 

portal assists to search for jobseekers 

who match the job requirements of your 

particular department and hire those 

jobseekers. The user manual for the 

Government Employer is available at 

https://www.ncs.gov.in/User_Manuals/

Government_Department.pdf 

Counsellor - A counsellor is a trained 

professional who can help people to 

resolve problems in a positive way by 

helping them to clarify issues and 

concerns, explore options, develop 

strategies, and increase self-awareness. 

As a counsellor, you can make use of 

the National Career Service (NCS) 

portal can be used to provide 

counselling services to jobseekers and 

other portal users. The user manual for 

the Counsellor is available at 

https://www.ncs.gov.in/User_Manuals/

Counsellor.pdf A copy of said manual 

is also available in Volume IV of 

NESM. 

Career Center- A career center profile 

on the National Career Service (NCS) 

portal offers a variety of professional 

development services and programs to 

jobseekers so they can explore their 

interests, discover paths to 

opportunities, and prepare themselves 

for various professional interactions.   

On the NCS portal a career center 

supports jobseekers to become an 

effective employees and lifelong 

learners. The user manual for the Career 

Center is available at 

https://www.ncs.gov.in/User_Manuals/

Career_Center.pdf. A copy of said 

manual is also available in Volume IV 

of NESM. 

 

Objectives of NCS project  
7.3 

 

a) Enhancing career and 

employment opportunities 

b) Counselling and guidance for 

career development 

c) Enhancing quality of workforce 

d) Focusing on inclusive growth 

initiatives 

 

Main features of NCS 

7.4 

 

a) Network of 1000+ Employment 

Exchanges (EEx) & Model 

Career Centres (MCCs) 

c) 3600+ job roles with a 

Knowledge repository of career 

content on these job roles 

d) Integration with Common 

Service Centres & Department 

of Posts (>3 lakh touch points) 

HireMee, TCS-Ion 

h) Linkage with EPFO, ESIC, 

i) Linkage with Govt. recruitment 

bodies – UPSC, SSC, ASRB  
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e) Toll Free Call Centre in 7 
different languages 

f) API based integration with 20 
States for information exchange 

g) Strategic MoU partnerships 

   with  portals/  private   
organisations  like  Monster, 

Merajob, Freshersworld, 

MHRD (AICTE &AISHE) & 

MSDE (SIP portal, Udyam), 
MoLE(e-Shram), DigiLocker 

b) 888 approved counsellors 

providing career guidance 

http://www.ncs.gov.in/User_Manuals/Government_Department.pdf
http://www.ncs.gov.in/User_Manuals/Government_Department.pdf
http://www.ncs.gov.in/User_Manuals/Government_Department.pdf
http://www.ncs.gov.in/User_Manuals/Counsellor.pdf
http://www.ncs.gov.in/User_Manuals/Counsellor.pdf
http://www.ncs.gov.in/User_Manuals/Counsellor.pdf
http://www.ncs.gov.in/User_Manuals/Career_Center.pdf
http://www.ncs.gov.in/User_Manuals/Career_Center.pdf
http://www.ncs.gov.in/User_Manuals/Career_Center.pdf
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enriching employment opportunities. 

 

NCS is a one-stop solution that provides a 

wide array of employment and career 

related services to the citizens of India. It 

works towards bridging the gap between 

candidates and employers; candidates 

seeking training and career guidance and 

agencies providing training and career 

counseling. NCS portal has a job fair 

module to streamline the process of job 

fair activity on a single online platform by 

engaging all stakeholders i.e. model career 

centers, nodal officers, job seekers and 

employers. NCS has partnered with TCS 

iON, a strategic unit of Tata Consultancy 

Services Ltd and Microsoft India under 

Digisaksham programme to offer a free, 

self-paced Online/Offline Training 

Programme on “Career Skills”, to equip 

the jobseekers with an array of soft & 

digital skills with the mandate of 

improving their employability. This 

programme which also includes advanced 

computing areas, is being provided free of 

cost. NCS is also working closely with 

Ministry of Skill Development & 

Entrepreneurship by integrating with the 

Skill India Portal and MHRD (AICTE and 

AISHE) to ensure that its benefits are 

reaching to prospective 

students/candidates. Online integration 

with EPFO and ESIC has also been done 

to link the willing employers for enabling 

them to shortlist right candidates through a 

countrywide database of workforce on 

NCS portal. NCS has also integrated with 

Digi Locker to enable candidates to upload 

their documents/certificates and make 

them available to the employers to quicken 

the hiring process 
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Components 

 

7.5  This project consists of three 

important components namely- (i) NCS 

Portal (www.ncs.gov.in); (ii) Model 

Career Centres; and (iii) Interlinking of 

Employment Exchanges. 

 

(1) NCS Portal (www.ncs.gov.in); 

 

The first and the foremost component of 

the NCS Project is the NCS Portal which 

is a digital platform to provide the 

employment related services like job 

matching, career counselling, vocational 

guidance, information on skill 

development courses, apprenticeship, 

internships etc online to various 

stakeholders. The NCS Portal (NCSP) has 

been made functional at the URL 

(www.ncs.gov.in). The portal was 

dedicated to the Nation by Hon’ble Prime 

Minister of India on 20.07.2015. The 

portal is supported by a dedicated helpline 

(multi-lingual) available from Tuesday to 

Sunday (8.00 AM to 8.00 PM) on 1514 

for assisting users. These 

services are available free of cost. The 

portal is accessible by all users including 

jobseekers, employers, skill providers, 

placement organisations, career 

counsellors etc. The NCS Portal provides a 

platform for partnering of institutions and 

organisations for delivery of career and 

employment related services so that more 

and more employment opportunities are 

made available to our youth and 

workforce. Central Ministries and State 

Governments have also been involved in 

making the NCS Portal (www.ncs.gov.in ) 

a vibrant platform. Ministry of Labour & 

Employment has also signed MOUs with 

several institutions and organisations for 
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The NCO-2015 is hosted on the NCS 

Portal. The NCO 2015 is constituted as a 

dictionary for occupational information’s 

available in Indian economy. The 

document gives an insight into the 

occupational framework, nature of duties 

involved and the level of skill requirement 

to perform the activities in a real time 

work situation. The users of NCO may 

make use of the information for vocational 

guidance, career counselling and various 

surveys and studies undertaken by user 

agencies. The NCO-2015 has also been 

mapped with the National Industrial 

Classification (NIC) and Qualification 

Packs-National Occupational Standards 

(QP-NOS) to cater to the structural 

changes in the labour market.  

Furthermore, NCO-2015 repository is 

dynamic enough to reflect the newly 

emerging occupation in the industry.  The 

rigorous Capacity Building Programme for 

the end users (i.e. EEx officers, 

Government officials, YPs, Counsellors, 

VG Officers etc.) of this document are 

being provisioned from time to time by the 

Ministry in consultation with State 

Governments, CIRTES and other training 

institutions. More than 3,600 career 

options/ information in 52 sectors have 

been mapped out on the NCS Portal. 

 

With the increased focus of Government 

on Career Counseling, the Ministry has 

created a network of Career Counselors on 

NCS Platform where the Employment 

Exchanges and Career Centers act as the 

hub of Career Counseling in their area.  A 

network of career counsellors on the NCS 

Portal has also been created for providing 

the quality counselling to the job 

seekers/candidates. Over 15900 qualified 

career counsellors have been registered on 

NCS, out of which around 853 are 

regularly publishing their schedules on 

NCS Portal. They are allowed to render 

their services from their own places or 

through the nearest model career centre.  

 

  

The  complete online process of NCS 

portal has been described in NESM 

Vol.IV. 

 

Hon’ble Finance Minister in her budget 

speech on 1st February 2022 said that: 

“Udyam, eSHRAM, NCS and ASEEM 

portals will be interlinked. Their scope will 

be widened. They will now perform as 

portals with live, organic databases, 

providing G2C, B2C and B2B services. 

These services will relate to credit 

facilitation, skilling, and recruitment with 

an aim to further formalize the economy 

and enhance entrepreneurial opportunities 

for all.” (Budget Speech, 2022-23) 

 

 

(2) Model Career Centres 

 

The NCS Project has a component of 

setting up of Model Career Centres in 

collaboration with States/Institutions to 

deliver employment services using 

technology. For details please refer to 
previous Chapter (VI).



                        Chapter –VII/ /Part V/ Vol.I/ NESM/ 2022 

 

 

299

(3) Interlinking of Employment 

Exchanges 

 

 As a next step in improving 

availability and accessibility of career 

options, a scheme has been evolved to 

interlink all employment exchanges to the 

NCS Portal and for organization of job 

fairs at the district level on a quarterly 

basis. For details please refer to previous 
Chapter (VI).



 

VOLUME - I 
 

 PART VI 
 

 

 

 

 
 

ONLINE PROCEDURE FOR 
STATISTICAL RETURNS 
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                                                      Part- VI  (Volume – I)  

 

 

Online system of submitting & receiving 
 Employment Exchange Statistical Returns/Reports 

 
Chapter-I Introduction 

 

The Ministry of Labour & Employment is implementing the National Career 

Service (NCS) Project as a Mission Mode Project for transformation of the National 

Employment Service. The NCS Project envisages setting up Model Career Centres 

(MCCs) to be established in collaboration with States and other institutions to deliver 

employment services. Directorate General of Employment, Ministry of Labour & 

Employment is also providing funds for basic IT infrastructure, minor re-furbishing of 

all the employment exchanges and for organizing job fairs at the district level on a 

quarterly basis. Several States already have good ICT based systems for the 

employment services while other states require certain infrastructure to improve 

accessibility of the NCS services at the employment exchanges. 

 

Revision of National Employment Service Manual (NESM) also includes 

inclusion of procedure regarding online system of submitting & receiving Employment 

Statistics Returns/Reports. Statistical/ EMI /VG    Returns /Reports   for which data is 

collected through Employment Exchanges, has been reviewed and the number is 

reduced to minimum. Currently the system of submitting Statistical/ EMI 

/VG   Returns /Reports is being done through hard copies and via email which are 

sent directly by the employment exchanges to State Directorates of Employment and 

DGE (HQ). 

 

Under the project of interlinking of Employment Exchanges, funds have been 

released to 28 States/UTs under interlinking component of NCS. As of now, 18 

States(Jharkhand, Maharashtra, Himachal Pradesh, Uttar Pradesh, Madhya 

Pradesh, Telangana, Puducherry, Rajasthan, Goa, Punjab, Haryana, Assam, Delhi, 

Odisha, Uttarakhand, Gujarat, Jammu & Kashmir and Andaman & Nicobar Islands) 

have already been completed the process of Integration, and process for onboarding 

other states is ongoing. 7 States/UTs are directly registering on the NCS  Portal.  

 

Once all the States get on-boarded on to NCS Portal and API integration is 

completed,  the current system of submission of Returns/Reports through hardcopies 

and via email will be done away with in a gradual manner and preparation of 

Returns/Reports will be done through NCS Portal itself. For smooth sailing,  NCS 
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Portal expectations from States are : 

 

1. Timely data push by 19 integrated States over NCS portal. 

2. Regular registrations from 7 States directly using NCS portal for jobseekers 

registration. 

3. Time bound integration plan and implementation of integration with NCS Portal 

by remaining States. 
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In the next Chapters, the details regarding online system of submitting & 

receiving Employment Exchange Statistical Returns, being developed by DGE 

are mentioned for the ease of all stakeholders. 



 

 
 

  

  

13th October,2022 

      

Confidential Document 

EMPLOYMENT EXCHANGE USER 

DATA ENTRY FLOW 

Version 1.0 
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Overview 

 
3. Employment Statistics - (ES 3, Monthly): Return showing the work done by the 

Employment Exchanges by NCO 
 

4. Employment Statistics - (ES 4, Monthly): Return showing Trade-wise distribution 
of craftsmen trained at the ITIs and full-term Apprentices trained under the 
Apprenticeship Act during the month. 
 

5. Employment Statistics - (ES 5 PART-1): Return showing the work done in respect 
of Persons with Disability (PWD) PART-1  
 

6. Employment Statistics - (ES 5 PART-2): Return showing the work done in respect 
of Persons with Disability (PWD) PART-2 

 
7. Employment Statistics - (ES 6): Vacancies notified, filled, cancelled and outstanding 

by sectors  
 
 

8. Employment Statistics - (ES 7, Half Yearly): Return showing the work done by 
Employment Exchange for promotion of self-employment (S.E) during the Half 
Year ended 
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1.  Employment Statistics  -  (ES  1,  Monthly):  Return  showing  the  work  done  by  the 
Employment Exchanges/Career Centres in respect of all categories of applicants 
 

2. Employment Statistics - (ES 2, Monthly): Return showing the Number of Applicants 

registered, placed and number on Live Register, by age, gender, educational level, 
category, etc 

 
This document describes the functional flow of Employment Exchange Application 
developed as per the requirements. The purpose is to update/track employment data 
on the portal by various Employment Exchanges on a monthly basis. The data will be 
grouped and presented as per the existing structure across the districts, regions and 
state on respective dashboards for review and reporting. Further, States will share 
consolidated summary to DGE after due compilations. The input screen will 
automatically get locked after 90 days.  
 
As per the requirement, the following statistical forms/screens needs to be filled by the 
District Employment Exchange/s on a periodic  basis: 
 



 

9. Employment Statistics - (ES 8): Work done in respect of Vocational Guidance and 

Employment Counselling programme category-wise:  
 

Once the district level data entry is complete, the regional level admin user can review 
and update along with the recommendation to the State level officials. State Level 
officials would verify with respective login dashboard. 
 

 There are two Types of Users in the application as follows: 
 

1. Employment Exchange Users: These users will update the data in the system and 
system will lock the data after 90 days. All the required data will be updated by the 
users. 

 
2. Admin Users: There are three (3) types of user’s admins, who can login to the system 

to review and download the respective data. 
 

a. Regional Admin: The Regional admin user will view Employment Exchange – 
district level data. They can down load the district level submitted data. 
 

b. State Admin: The State Admin will review and download the regional level 
admin information. The state admin can see all regional and district level data.  

 

c. DGE Admin: The DGE Admin will review and download the information 
received from respective states. They can access all state, region and district 
level submitted data. 
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System Login 
 

All the application users will login in the NCS Portal with their respective login details. 
Each individual user will have his credentials to access the portal. The steps for login and 
submission of the details required are as follows: 
 

Step 1. Click on the Login Button on the portal 
 

 
 

Step 2. Submit the respective User ID and Password 
After successful login, the home Page of the Dashboard will be displayed 
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Step 3. Click on Employment Return 
The Employment Exchange Dashboard for the current month will open. 

 

 
 
Based on the Login user, the system will display a specific dashboard.  
 
This document describes the Employment Exchange user flow followed by the flow for 
admin users at region, state and DGE level. 
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Employment Exchange User Dashboard 
 

The user dashboard will display all the 9 Employment statistics forms. 

 
 
 

Step 4. Select year from Year option 
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Step 5. Select month from Month option  
 

 
 
After selecting year and month, the respective status of all the forms will be displayed. If 
the form is submitted the user can only view and if the form is drafted the user can 
update the data. In case the form is in open state the user needs to click on Add.  

 
Employment Statistics – ES 1 Return Flow 
 

 Step 6. To Add a new ES1 report, user need to click on Add button of ES1 row 
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 Step 7. Select month and year  
 
 

 
 

Step 8. Click on the Generate Button to generate report for the selected month 

 
 
Note: The same process needs to be followed with all the forms which will generate a 
new report in Edit mode. 
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https://nationalcareerservice.azurewebsites.net/ES3


 

 
Step 9. Enter the Data  

 

Click on OK 

 
 
 

 
 
 
 
 
 
 
 
 
Step 10. Users can save and modify data for a period of 90 days. 
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Employment Statistics – ES 2 Return Flow  
 

Step 11.To Add a new ES 2 report, user need to click on Add button of ES2 row 
 

 
 
Step 12. Select the month  
 

 
 

Step 13. Select the year 
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Step 14. Click on Generate Button to generate report for the selected month 

 
 
Step 15. Enter Data  

 
 
Step 16. Users need to save and modify data for a period of 90 days 
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Employment Statistics – ES 3 Return Flow  

 
Step 17. To Add a new ES 3 report, users need to click on the Add button of ES3 row 
 

 

 
Step 18. Select the month 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 

315



 

Step 19. Select the year 

 
 
 
 
 
 
 

 
 

 
Step 20. Click on Generate Button to generate report for the selected month 

 

 

 

 

 

 

 

 
 
Step 21. Enter the report data 
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Step 22. Click on Save to save data 

 

 
 
Report of ES3  
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Employment Statistics - ES 4 Return Flow 
 

 Step 23. To Add a new ES4 report, users need to click on the Add button of ES4 row. 
 

 

 
 

Step 24. Select The Month 

 

 
 

Step 25. Select the year  
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Step 26. Click on Generate Button to generate report for the selected month 

 

 

Report of ES4 

 

 

Step 27. Users need to save the data. 
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Employment Statistics - ES 5 (Part-1)  Return Flow 
 

Step 28. To Add a new ES 5 PART1 report, users need to click on the Add button of ES5 

PART1

 

Step 29. Select the month 

 

Step 30. Select the year  
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https://nationalcareerservice.azurewebsites.net/ES3


 

 

Step 31. Click on Generate Button to generate report for the selected month

 

Step 32. Enter Data 

 

Step 33. Users need to save. 
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Employment Statistics - ES 5 PART 2 Return Flow 
 

Step 34. To Add a new ES 5 PART 2 report, users need to click on the Add button of ES 5 

PART 2 row. 
 

 

 Step 35. Select the month  
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https://nationalcareerservice.azurewebsites.net/ES3


 

Step 36. Select the year 

 

Step 37. Click on Generate Button to generate report for the selected month 

 

Step 38. Enter Data  

 

Step 39. Users need to save. 
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Employment Statistics - ES 6 Return Flow   
 

Step 40. To Add a new ES6 report, users need to click on the Add button of ES6 row. 

 

 Step 41. Select the month  
 

 
 

Step 42. Select the year 
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https://nationalcareerservice.azurewebsites.net/ES3


 

Step 43. Click on Generate Button to generate report for the selected month 

 

Step 44. Enter Data  

 

Step 45. Users need to save. 
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Employment Statistics - ES 7 Return Flow 

Step 46. To Add a new ES7 report, users need to click on the Add button of ES7 row. 

 

 Step 47. Select the month and the year 2022 
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https://nationalcareerservice.azurewebsites.net/ES3


 

Step 48. Click on Generate Button to generate report for the selected month 

 

 

Step 49. Enter Data  

 
 

Step 50. Users need to save the data. 
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Employment Statistics - ES 8 Return Flow 
 
Step 51. To Add a new ES8 report, users need to click on the Add button of ES8 row. 

 

Step 52. Select the month 

 

Step 53. Select the year 
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https://nationalcareerservice.azurewebsites.net/ES3


 

 

Step 54. Click on Generate Button to generate report for the selected month 

 

Step 55.Enter Data  

 

 

Step 56.Users need to save the data. 
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Regional Dashboard  

When regional admin login the following dashboard will be displayed based on 
selected month and year  

 

The regional admin can view data of all  the employment exchanges functioning under 
their control/jurisdiction in the dashboard. Click on any exchange and the exchange 
dashboard will be displayed. 
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The regional admin will click on the view document. 

 

The regional admin can review documents and can download the data.   
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State Dashboard  

When state admin login the following dashboard will be displayed based on selected 
month and year  

 

 

The state admin will be able to see all the regions(under their control/jurisdiction) 
information and when they click on view the system will open the regional  dashboard. 

 

The regional dashboard will be viewed. And the state admin can view any district data 
on click.  
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 State admin can view as well as download,  the data submitted  by the region admin . 

 

State admin can review documents and download.  

 

DGE Dashboard  

When DGE admin login the following dashboard will be displayed based on selected 
month and year  

 

DGE admin can view all the state data along with static and on clicking the view button 
the system will open the all the region dashboard of the selected states. 
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Here,  DGE admin can click on the view button and the system will display the district 
dashboard.              

     

DGE admin can click on the view button of any district and the system will display the 
district level dashboard.   
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DGE admin needs to click on the view button to check the data . 
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DGE admin can review documents and download.  

NOTE:  The  online  system  for  submission  &  receipt  of  Statistical  Returns  is  being 
developed for the first time. Changes in the system are likely to be made based on the 
feed back received from the Officers of  Employment Exchanges/State Directorates/DGE 
and NCS team.  The changes will be communicated to all the users through email, etc. For
 latest position please visit NCS Portal.
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