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(Authoritative English Text of the Department Notification No. Per (AP)-C-A (3)-1/2007-l dated
z+t-tt-, 201.4 as required under clause (3) of Article 348 of the Constitution of India).

Government of Himachal Pradesh
Departmentof Personnel (AP-lll)

No. Per (AP)-C-A (3l:llzooz-t Dated: Shimlar.tTtoo2, 2qf5.Dece t'L(..,zo.r4,

NOTIFICATION

: tnexerciseofttrepowersconferredbyprovisotoArticle3o9ofther-. -titution

of India, the Governor, Himachal Pradesh, in consultation rvith the Himachal Pradesh Pu''

Service Commission is pleased to make the Common Recruitment ind Promotion Rules for the

post of Junior Office Assistant (lnformation Technology), Class-lll (Non-Gazetted) Ministeriai

Services in various Departments of the Government of Himachal Pradesh as per Annexure-"A"

attactred to this notification, namely:-

Short title,
commencement and

application.

1. (1) These rules may be called the Himachal Pradesh'

Depbrtment of Personnel, Junior Office Assistant'
' Class-lll (Non-Gazetted), Ministerial Services, Common

Recruitment and Promotion Rules, 2014.

(Zl These rules shall come into force from the date of

publication in the Rajpatra, Himachal Pradesh'

(3) These rules shall be applicable to all the Governnrent

Departments of Himachal Pradesh, except Vidhan

Sabha Secretariat, High Court of H'P' and H'P' Public

Service Commission.

BY ord€r,

S.K.B.S. Negi
Principal Secretary (Persorrnel) to the

Government of Himachal Pradeslr.
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Endst. No. Per (AP)-C-A (31-L/2OO7-I Dated: Shimla-2, the 2\- \)- -,2014.
Copy to :-

1. All the Additional Chief Secretaries/Principal Secretaries/ Secretaries/ Special
Secretaries/Additional Secretaries/oint Secretaries/Deputy Secretaries/Under
Secretaries to the Govt. of H.P. Shimla-2.
All the Divisional Commissioners in Himachal Pradesh.
All the Heads of Departments in Hinrechal Pradesh.
All the Deputy Commissioners in Himachol t'.arls5h.
The -2 w.r.t. his letter No.
6-U
The , H"'"iro,rr.
Dep Law) tL' *he Govt. of
Himachal Pradesh.

8. 1OO spare copies.

2.
3.
4.
5.

6.
7.

q,4t
(Prem Singh Thakur)

Deputy Secretary (Personr-rel) to the
Government of Himachal Pradesh

Phone No. 0177-2624783



Common Recruitment &
(lnformation Technology),
Pradesh Government.

Promotion Rules for the
Class-lll (Non- Gazetted) in

Annexure-A

posts of Junior Office Assistant
various Departments of Himachal

Nunrber of Posts :

Classification :

Name of Post :

Scale of Pay

As sanctioned
to time in the

by the Government frorn time
concerned Departments.

1,5-A.

----"tid s"if"-e!-
(i)

Pay Band { 591O-2O2OO/- + < A95o/- Grade
Pay

( ii)
V 7a6O/-as per details given in Col. No

Wfr.tft"t -S"fe.ti"n ___l
post or Not applicable

"Non.Selection" Post

Age for direct recruitment Between 18 and 45 years

Provided that the upper age limit for direct recruits will not be

applicable to the candidates already in service of the Government including

those who have been appointed on adhoc or on contract basis:

Provided further that if a candidate appointed on adhoc basis had

become over-age on the date when he was appointed as such he shall not be

eligible for any relaxation in the prescribed age limit by virtue of his such adhoc

or contract appointment:

Provided further that upfer age limit is relaxable for Scheduled

Castes/Scheduled Tribes/Other categories of persons to the extent permissible uttder

the general or special order (s) of the Himachal Pradesh Government:

Provided further that the employees of all the Public Sector

Corporations and Autonomous Bodies who happened to be Government servant before

absorption in Public Sector Corporations/Autonomous Bodies at the time of Initial

constitution of such Corporations/Autonomous Bodies shall be allowed age concessiotr

in direct recruitment as admissible to Government servants. This concession will not,



-2-
lrowever, 

.be admissible to such staff of the Public Sector Corporations/Autonomous

Bodieswhowere/aresubsequent|yappointedbysuchCorporation/AutonomousBodies

anclwhoare/werefirratlyabsorbedintheserviceofsuchCorporations/Autonomous

BodiesafterinitialconstitutionofthePubticSectorCorporations/Autonom<lusBodies'

Notes: 

(1) Age timit for direc::.,:r,:itment wiil be reckoned on the first dav of the year

in which the post(s) t'lo"^"0u"'ii"o to' inviting applications or notified to

th" E^pl;Yment Exchanges' 's'he case may be'

(2) Aee and experie"::-i1-tl:,'"",:".:;'i"":l,i';";1n"nt :';,,::ii-:,ff,li li:
discretron of the Himacnat t

canaia""i" i oth"'*i'u well qualified'

:

ized
Minimum Educational and other

ou"t't,.attons requrred for direct

recruit(s):

a)
i)

ii)

Board of Scho-

Ed ucation/ U nive rsl.rY' ComPuter

Te

speed of 3O

or 25 woros

wot ds Per

per minute tn
illl

u)

*inui" in Enslish

Hindi.
OR

1o+2 from a t ecognized Board of Sctrool

Ed ucation/ U n'u" t?'tL,O,o 
m a 

-f 
ro m._.:*:lLX\

'o' or 'A' .r"u.",:r;;;;.; * rrrform
rnstitute of Elel

tecnnotogY (*t!-tlt)ro""d of 3O w'rrcls per

:?illJ\:'"#i:fi ii''i*.,.' 
per mirrute irr

Hindi'
OR

10+2 from a recognized Board of School

Ed u cati o n / U'l't"jJ'l 
ll;" " 

re c h n o I o sv ( rr) r ro nr

d lTl/lnstituticn' ^ ^
tvPinl"'P"u"o "t' 

t9 -:::::t ::
English- or 25 words Per ri

Hindi'

trner and oialects of

ii i)

i)

ii)

)

b)
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Himachal praclesh

appointment in the
prevaif ing in the pradesh.

and suitability f or
peculiar conditions

Whether age and educational
qualifications prescribed for
direct recruits will apply in the
case of the promotees:

Period of probation, if any :

bY promotion, secondrnent,
transfer and the pdrcentage of
post(s) to be filled in by various
methods:

In case of recruitrneni by
prornotion secondment, transfer,
grades from which promotion/
Eecondment/ transfer is to be
madet

lf a Departmental promotion
Committee exists, what is its
composition ?

Circumstances under which the
H.P.P.S.C. is to be consulted in
nraking recruitment;

Essential requirement for a direct
recruitment:

Age:
Educationa I eua lification:

Not applicable
Not applicable.

9.

10

Two years subject to such further extension for aperiod not exceedin
by the com petent r r:^:HrT';::,il1nff :::
and reasons to be recorded in writing.

IOO % by direct recruitment on a regular basis or byrecruitment on contract basis, as the case may be.

11
Not'applicable,

Not applicable.

As required under tjre Law.

A candidate for apporntment
must be a Citizen of India,

to any service or post

L2

13

!4



-u-
15 Selection for appointment to the

post by direct recruitment:

15-A Selection for appointment to the

post by contract recruitment:

@

Selection for appointment to the post in the case

of direct recruitment shall be made on the basis of

viva-voce test, if Himachal Pradesh Public Service

Commission or other recruiting authority, as the

case may be, so consider necessary or expedient

by a written test or practical test, the

standard/syllabus, etc. of which will be

determined by the Commission or other recruiting

authority, as the case may be.

Notwithstanding anything contained in these

rules, contract appointments to the post will be
r-qade subject to the terms and conditions givert

bek rl;-

(r) coNcEPT

may be extendable on Year to year basis:

Provided that for extetrsirlrr,/

renewal of contract period on year to year

basis, the concerned HOD shall issue a

certificate that the service and conduct of the

conti'act appointee is satisfactory durlng' the

year and only then his/her period of contraci

is to be renewed/extended'

(b) POST FALLS WITHIN THE PUBY]!]AL!F HP

SSSB :-

The HOD (Designatlon of the appointing

authority) after obtaining the approval of the

Government to fill up the vacant post(s) on

contract Dasis will place the requisition with

the concerned recruiting agency ie' Hirrrachal

Pradesh Subordinate Services Selectiorr

Board, HamirPur.

(c) The selection will be made in accordonce with

the eligibility conditions prescribed in these

R&P Rules'

(il) -u-14!-Nr5:
Ass ista nt (lnfo rm a t io n

Technology) appointed on contract basis will



g-
be paiJ c.jnsitl;i]Jted fixed contractual
a,-nount @ t 7860 per month (which shall beequal to inimum of the pry' U"nO + grodapaV). An mount of I 236/_ f:"2 of tneminimum f pay Lrand + grade pay of tnepost) as annuai ;n.,.e"ru- in iu,l,.u.,uutemoluments for the subsequent yearls; wiftbe allowed, if contract is extended beyondone year.

( II I) AE8AIU]IN_GI DISCI PL I NA RY A UTI-IOR iTY:

The Head of the Department (Designation ofthe appointing authority) H.p. wilt beappointing and discipiinary authoritv
(lv) SELECTIoN pRoCESS;

serection for appointment tc the post in thecase of Contract Appointment *itil; ;;;;on the basis of viva_voce test or if considered
necessary or expedient by a wrrtten test or

ffl':i'i',l"^':' -ll.- -"1"oardlsvrrabus etc or

r e c r u i t i n g :: 
" "". 

;' i ]:.' 
o 

f 
ro 

.,,' ", 
".r"j,.T 

l.l: lServices _selection Board, Hamirpur.

(v) 
,APPO|NTMENTS: =

As may be constituted by the concernedrecruiting agency i.e. the Himachal pradesh
Subordinate Services Selection Board,Hanrirpur i,rom tirne to time.

(VI) AGREEMENT:

After selection of a candicjate, helshe shallsign an agreemen.as per Annexure-,,8,,
appended to ihese Rules.

(vil) TERMS ANO COrlorTror!5:

(a) The contractuar appointee r.ryit be oaid fixr:ocontractual a

(u.,hich ,n.,, ;:':;i:, fl" ; .ix'X1,,'"T,;:";jl
band + gr.ade pay). .Ihe 

contracr appojnteewiJl be entitled for rncrease in contractualamoui)t @ < 236/- (3% ot mininrum of thepay band + grade pay of the post) tc.rr furtherextended years and no other allieo benefitssuch as senior/select,on scales etc, writ be
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(b)

(c)

(d)

(e)

grven.

The service of the Contract appoirrtee will be
purely on te'mporary basis. The appointrnent
is liable to be ternrinated in case the
performance/conduct of the contract
appointee is not found satisfactory.

Contract appointee will be entitled foi' orre
day's casual leave after putting one rnontlr
service. However, the contract appointee will
also be entitled for 16 weeks maternity leave,
1O days medical leave and 5 days special
leave. He/Ehe shali not be entitled for
medical re-imburseryient and LTC etr:. No
leave of any other'v.itrd cxcorrt above is

admissible to the contract appointee:
Provided that the un-availed casual

leave, medical leave and special leave can be

accumulated upto the calendar year and will
not be carried fonward for the next calettdar
yea r.

Unauthorized absence frorn the duty without
the approval of the Controlling Officer shall

autontaticallv lead to the terminatiotr of the
contract. However, in exceptional cases

where the circumstances for un-authorized
absence from duty were beyond his/her
control on medical grounds, such period

shall not be excluded while considerirtg

his/her case for regularization but the

incumbent shall have to intitnate the

controlling authority in this regard well in

time. However, the contract appointee shall

not be entitled for contractual amount for

this period of absence from dutY:

Provided that he/she shall subnrit the
certificate of illness/fitness issued by the

Medical Officer, as per prevailing irrstructions

of the Governrnent.

An official appointed on contract basis

who has completed three years tenure ai

one place of posting will be eligible for
transfer on need based basis wherever
req uired on adnrinistrative grounds'

Selected candidate will have to subrnlt a

certificate of his/her fitness from a

(f)
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16 Reservation:

Departmental Exa mination:

Power to Relax:

t7

18

A

*4*
Government/Re gistered Medical
Practitioner. Women candidate pregnant
beyond 12 rveeks wifl stand temporarily unfit
till the confinement is over, The wonren
candidate will be re_examined for fitness
from an authorized Medical Officer/
practitioner.

(e) Contract appointee wilt be entiiled to TAIDA
if required to go on tour in connection with
his/her official duties at the sarne rate as
applicable to regular counterpart officials at
the minimum of pay scale.

(h) Provisions of service rules like FR SR, leave
Rules,' GpF Rules, pension Rules & Conduct
rules etc. as are applicable in case of regular
employees will not be applicable in case of
contract appointees. They will be entitled for
emoluments etc. as detailed in this Column,

The appointment to the serr.,ice shall be subject to
orders regarding reservation in the service f or
Scheduled Castes/ Scheduled Tribes/Other Backward
Classes/other categories .of persons issued by the
Himachal Pradesh Government from time to time.

Not Applicable

Where the State Govt. is of the opinion that it is
necessary or expedient to do so, it may, by order for
reasons to be recorded in writing and in consultation
with the Himachal pradesh public Service Commission,
relax any of the provision(s) of these rules with respect
to any class or category of person(s) or post (s).
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Form of contract/agreement to be executed

Technology) and the Government of Himachal

the ApPointirrg AuthoritY).

ANNUEXURE-"8,,

between the Junior Office Assistant (lnformatior,

Pradesh through 
- 

(Designation of

day of in the
This
yea r

agreement is made on this

between Sh./Smt, slolDlo

called the FIRST PARTY), AND the Governor of Himachal Pradesh

(Designation of the Appointing Authority) Hinrachal Pradesh

Shri R/o

Contract
througtl

appointee (he reinafter

(here-irr-after calleci the SEcoND PARY)'

Whereas,theSEcoNDPAITYhasengagedtheaforesaidF|RSTPARTYandtheF|RSTPARTY
has agreed to serve as a lurte;- Office Assistant(lT) on contract basis on the following ternts

and conditions:-

1. That the FIRST pART\ shall remain in the cervice of the SECOND PARTY as a Junior

Office Assistarrt(lT) for a period of one year commencllq on'r-v of

-a 
nd encing on the day of lt is specificalty

mentioned attd agreed upor by both the parties that the cohtr;1s1 of the FIRST PARTY

with SECOND PARTY shall ipsr-facto stand terminated on the last''r61[ing day ie' oir

-- 
and information notice shall not be necessary:

provided that for further extension/renewal of contract period ott year to

year basisthe concerrred HOD shall issue a certificate that the service and cond'tct of

the contract appointee is satisfactory during the year and orrly tirerr his period of

contract is to be renewed/extended'

2.Thecontractua|amountoftheF|RsTPARTYwi||be{786ol.permonth.

The service Of FIRST pARTy will be purely on temporary basis. The appointment rs

liable to be terminated in case the performance/conduct of the contract appointee is

not found good or" if a regular incumbent is appointed/posted against the vacancy

for which the first party was engaged on contract'

contractual Junior office Assistant (lnforrrration Technology) will be entitled for orte

day,scasual leave af.ter putting one month service. However, the contract appointec

rvi||a|sobeentit|edforl.6weeksmaternity|eave,lodaysnledica||eaveand5cjays
special leave. He/she shall not be entitled for medical re-imbursement arrd LTc etc'

No leave of any other kind except above is admissible to the Junior office Assistartt

(t-r):

Providedthattheun-avai|edcasua||eave,medica||eaveandspeciaI
leave can be accurnulated upto the calendar year and wiil not be carried forward for

tire next caleridar Vear.

3.

4.
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5' Unauthorized absence from the duty without the approval of the controlling officer
shall automatically lead to the termination of the contract. However, in exceplional
cases where the circumstances for un-authorized absence from duty were beyond
his/her control on medical grounds, such period shall not be excludec while
considering his/her case for regularization but the incumbent shall have to intimare
the controlling authority in this regard well in time.

However, the contta,:t appointee shall not be entiiled for contractual
amount for this period of absence rr.m duty:

Provided that he/she shall submit the certificate of illness,/fitness issueo -,
the Medical Officer, as per prevailing instructions of the Government.

6. Junior Office Assistant (lnformation Technology) appointed on contract basis r.lrho

has completed three years tenure at one place of postirlg will be eligible for transfer
on need based basis wherever required on administrative grounds.

7. Selected candidate will have to submit a certificate of his,/her fitness from a

Government/Registered Medical Practitioner. In case of women candidates
pre8nant beyond twelve weeks will render her temporarily unfit till the
confinement is over. The women candidate should be re-examined for fitness from

an authorized Medical Officer/practitioner.

8. Contract appointee shall be entitled to TA/DA if required to go on tour in conrrectior.r

with his/her official duties at the same rate as applicable to regular counter-part
official at the rninimum of pay scale.

9. The Employees Group Insurance Scheme as well as EPF/GPF will not be applicable to
contractuaI appointee(s).

lN WITNESS the FIRST PARTY AND SECOND PARTY have herein to set their hands the
day, month and year first, above written.

IN THE PRESENCE OF WITNESS:

(Name and Full Address) (Signature of the FIRST PARTY)

2.

I

(Name and FullAddress) (Signature of the SECOND PARTY)


