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28. Principal Secretaries/Secretaries/Special Secretaries: The Principal Secretary Secretary/Special Secretary is the head of
a Secretariat Department A Department having a principal Secretary and a Secretary or a Special secretary subject to the Specific
orders of the Government to the contrary, shall be fully responsible for the subjects of the Department entrusted to each officer by the
Senior most officer among the three/two. The senior most of these officers may call for any of the records and attend to the same.

29. The Principal Secretary/Secretary Special Secretary in a Department is a Secretary to Government and not a Secretary
to the Minister in charge of the Department. The shall adhere to the Transaction of Business Rules and Allocation of Business Rules it
is their duty to place all the relevant facts relating to a case and advice to enable the Minister to pass final orders on any case going to
the Minister for a decision.

30. It shall also be the duty of the Principal Secretary/Secretary to draw the attention of the Minister to the fact that any
proposed course of action suggested in the minutes etc., is contrary to the provision of any Rule or law or is at variance with the policy
hitherto adopted by Government. Wherever any course of action decided by the Minister is contrary to the provision of any Rule or law
or is at variance with the policy hitherto adopted by Government, it shall be the duty of the Secretary to draw attention of the Minister to
this fact. He shall resubmit the file/papers to the Minister drawing his attention to this fact. In case, the Minister were to reiterate his
orders or pass orders which are not in accordance with Rules/laws/policies, the Principal Secretary/Secretary, shall refer the matter to
the Chief Secretary. The final decision about the legality or otherwise of a course of action shall thereafter be taken in consultation with
law Department.

31. The Secretary exercise general supervision and control over the staff under him and is responsible for seeing that the
members of the staff do the work allotted to them efficiently and expeditiously.

32. Additional Secretaries / Joint Secretaries / Deputy Secretaries : These are important middle management level
officers of the Government in the Secretariat. They will exercise final decision making powers as delegated to them by the Principal
Secretary/Secretary from time to time.

This level officers specific inputs in the decision making process are: Examine the case in terms of the priority policy of
Government, explain what is sought to be done, decide what facts and figures are needed, obtain and tabulate facts and figures,
evaluate alternative courses of action that could be taken, opine on optimal course to be taken giving reasons.

33. Internal Financial Adviser : Government may appoint an Internal Financial Advisor for a Department or a Group of
Departments. Such an appointment will be made in consultation with the Finance Department. The inputs of the Internal Financial
Advisor in the Secretariat's decision making process are to examine and advice on all issues having an impact on the Department's
budget,, having a financial implication of a short, medium or long term nature, render advice on financial prudence, preparation of
Department Budget tracking Audit Reports and action taken reports and the items covered in the Government of Karnataka
(Consultation with FA) Rules and circulars/orders issued form time to time.

34. Heads of legal cells: The Head of legal cell is generally appointed from the judicial services. He could be of the level of a
civil judge where the number of cases in a Department exceeds 2000. In other Departments, the legal cell may be headed by a civil
judge(jr. Division) with a minimum service of five years in that cadre. A legal cell may attend to the work relating to one or more
Departments. If sufficient number of serving judicial officers are not available the Government may appoint retired judicial officers to
head the legal cells on contract basis. Legal cells may consist of such supporting staff as may be decided by Government /from time to
time depending upon the number of cases handled . Government orders laying down the duties and responsibilities of the head of legal
cell are given in the Appendix-II.

35. O&M officers: An Additional Secretary/joint secretary/Deputy secretary who is nominatsed as organization and methods
officer of the Department will discharge the following duties and functions connected with O&M as a part of his responsibilities.

(i) Liaise with DP&AR(AR) in O&M and other activities for improvement of administration and increasing level of efficiency in the
secretariat and field Departments.

(i) Look into the training requirements of the Secretariat Departments and also of subordinate Departments and ensure that
adequate measures are taken in this regard.

(iii) Implementation of the inspection programmes of the Secretariat Department and field Departments under their control.
(iv) Standardization of forms, delegations of powers, monthly staff meetings, simplification of procedures etc.

(v) Enforcement of standing Rules, orders, etc., pertaining to office procedure and other related matters and securing their
compliance.
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36. Under Secretaries : An Under Secretary is the junior most officer on the first rung of the Secretariat hierarchy authorized
to issue orders in the name of the Governor of Karnataka under Rule 19 of the Transaction Rules. He exercises control over the section
or sections placed in his charge both in regard to the conduct of business and in regard to discipline. It is his duty to check delays,
control superfluous noting and prolixity of language, whether in notes or drafts, enforce the regard observance of all Rules in regard to
office notes, drafting, referencing, indexing, recording, etc., and to ensure that careless and dilatory subordinates are brought to book.

37. In accordance with the recognized practice of delegation of powers and such specific instructions as the Secretary may
issue from time to time, the Under Secretary(US) he may pass final orders in cases where powers are delegated. In all other cases, the
Under Secretary(US) will see that points on which orders are required, are clearly concisely asked for. The Under Secretary (US) will
ordinarily express his own views. When the Government has passed orders in a case, the US shall see that those orders are conveyed
accurately, clearly and in suitable language to those whom they concern and that all relevant points are dealt with in the communication
to be issued.

38. Section officers: The section Officer(SO) is an officer who is in-charge of a Section. He is primarily responsible for the
general efficiency of the section in his charge and is directly responsible to the officers under whom he works for the efficient and
expeditious dispatch of business at all stages. He has overall responsibility for all files and papers relation to subjects allotted to the
section and maintained by the Senior Assistant/Assistant under him. He must keep a check on prompt action on all papers,
communications and files received and ensure that urgent and immediate cases and dealt with in accordance with the assigned
priorities. He will ensure that the notes and drafts originating from his Section are accurate. He will guide them and own the ultimate
responsibility. He will ensure that files submitted by the dealing hands are strictly in accordance with the provision of the manual and
exercise a close scrutiny in the matter of submission of files to higher officers. He shall check the inbox and take prompt action on the
incoming mail.

39. Besides being responsible for the general supervision of work or of the staff in his section, a SO should also personally
handle important and intricate cases where he should, if required, summarize facts of the case and record the appropriate noting etc.,
himself. Even in cases, where the dealing hands have been permitted to submit papers direct to Under Secretary, the SO will be
responsible for exercising general control and supervision over their working. The details of the duties, responsibilities and powers of the
Section Officer with a check list are given in Appendix — I.

APPENDIX — |
JOB CHART-SECTION OFFICER
Characteristics

The Section Officer belongs to the Class-Il Gazetted cadre in the Secretariat Service. He is in immediate charge of a Section.
He is a first level supervisor with varied assignments which require performance of duties duties routine and non-routine, involving
application of procedures, Rules and regulations for proper conduct of the business allotted to the section under his control.
Primary function

To Supervise, guide and train Assistants in their work and to ensure prompt disposal of business of the section with due
regard to Rules and regulations applicable to the subjects handled in the Section and the instructions contained in the Secretariat
Manual of Office procedure.
Duties and Responsibilities.

1. To maintain neat and clean work environment in the Section for proper and efficient disposal of work.

To check the Attendance Register of his Section at 10-40am everyday and put it up to the Under Secretary for his perusal.
To maintain order and discipline in the section.
To control the movement of officials in the Section.
To prevent admission of unauthorized persons to the Section and divulgence of official information to outsiders.
To maintain general control and supervision over the work of the Section.
To ensure that all tappals sent to the Branch Officer for perusal and other tappals are properly accounted for.

To arrange for proper distribution of work among the Assistants.

© ® N o g & 0 N

To ensure efficient and expeditious disposal of work at all stages in the Section.

=
©

To ensure that the files put up by the Assistants are complete in every respect particularly in regard to arrangement of papers
in the file, numbering the paras of note portion, numbering the pages of correspondence Section, referencing writing of
subject matter on the note sheets, priority marking, use of docket sheets, etc.
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11.
12.

13.
14.
15.
16.

17.
18.
19.
20.
21.
22.
23.
24.
25.

Powers.

1.

To personally deal with certain important and intricate cases either on his own or at the instance of higher officers.

To scrutinize the notes put up by Assistants, modify, Add or revise wherever necessary for accuracy in all respects and to

submit them to Under Secretary or other officers in a proper and complete form according to standing orders.

To see that the draft is put up after the files are returned and issue fair copies without any delay.

To keep track of important cases and take necessary action for their expeditious disposal.

To ensure weekly and monthly arrears list are reviewed and submitted regularly.

To inspect the table and racks of Assistants every month for verification of pending paper cases and prevention of

accumulation of papers.

To take prompt action on observation in the inspection reports of higher officers.

To maintain Standing Guard File, Section Note book, Reference Books for all the subjects dealt in the Section.

To see that all registers, periodicals, diaries and file registers are maintained properly in his Section.

To see that all files are recorded promptly and properly by weeding out unnecessary papers with necessary index slips.

To classify correctly the recorded files.

To review the classification of all time barred files before destruction.

To see that the economy in the stationery articles and papers is strictly adhered to.

To maintain Circular and Guard file on a ready for reference basis.

To use the FMS/LMS programme for accounting of files and letters, generating file numbers, sending and receiving files and

to run monthly review of stagnation files and letters.

Sign in his own name and designation, communications of the following type:

a)
b)

c)

d)

e)

f)

9)
h)

Acknowledgement of petitions and letters;

Interim replies to the Departments of Secretariat and Heads of Departments and other officers subordinate to the
Departments;

Forwarding Additional copies of the confidential letters, order, etc., to Secretariat Departments and Heads
Departments;

Intimation of assumption of charge by Gazetted Officers in the Department to all Secretariat Departments and
subordinate officers;

Letters/Endorsements forwarding petitions for action or report as per orders.

Formal notice of meetings, etc., where the dates have been fixed and the agenda have been approved by the
appropriate authority;

Communications conveying dates and time for interviews to members of public and others.

Covering docket form in recorded files. In respect of A and B Records, he may sign the docket forms where the Under
Secretary has passed orders on the note;

Routine correspondence between Sections of the Secretariat such as transfer of wrongly sent communications,
asking furnishing copies of Government orders, indents for stationery and furniture articles, correspondence regarding
telephones, table equipment, etc.;

Communications calling for usual routine or periodical reports and those calling for Budget, revised estimates, etc.;

All correspondence in DPAR(Accounts Section)regarding passing of Bills, their returns, deposit of mortgage bonds,
intimation of deduction, etc.,

Fair copies of Telegrams and copies sent by post in confirmation;

First and second reminders to subordinate Departments in the standard form:

Leave eligibility certificate in respect of non-gazetted officers of Secretariat and also sign fair copies to leave sanction
memos of Group C and Group D officials. Attestation of entries in the Service Register of Group C and Group D
officials(section officers in DPAR).

2. Sign/attest fair copies to subordinate Departments involving no-sanctions, but calling for particulars, records, etc., or

forwarding copies of Government Orders or other communication, may be approved the Under Secretary or other concerned. The

fair copy may be typed together with the name and designation of the officer approving the draft and the Section Officer may attest

the copy adding words “Authorised for Issue” under his signature.
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3.

4.
are taken to the Section Note Book wherever necessary.

5. Issue orders for papers to lie in ‘SUS’ for valid reasons.

Issue “ await instructions” and endorse next reminder in the receipts of an interim or routine nature, calling for no action.

Issue orders for lodging of D and C records after action is taken. Before lodging ‘C’ records, he should satisfy that extracts

6. All representations from subordinate officials regarding leave or service conditions, pay allowances, etc., are to be

submitted through the Section Officer.

7. Initiate confidentional reports of Group C officials under him. The Under Secretary may countersign adding his own remarks

wherever necessary and put up to the Deputy Secretary concerned.

8. Sanction Casual Leave to officials working in his Section.
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1 Gangadhar N Datanal "Co-Ordination and implementation
of wireless LAN, Empanelment of

Vendors, State level TAP and Sub-

Sr. Programmer-1

committee meetings, maintenance
of SDC including Software, approval
action
EDCS,

empowered committee meeting on

of e-Governance annual

plans, Bangalore one,

Implementation of the WAN, LAN and Co-

ordination related there to.

Q)

(2) Empanelment of Vendors,

(a). Approval of all e-Governance annual action
plans including meetings of the Empowered
committee on e-Governance Action Plans.

(Departments have been allocated to the

Senior Programmers for the purpose of
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e-Governance annual action plans,
Departmental TAP meetings as
assigned by Principal Secretary
from time to time. All legislative

matters."

attending TAP Committee. They shall attend
the meetings related to approval of the
annual e-Governance action plans along
with the Senior Programmer-1 in respect of
the departments allocated to them).

(3) All Matters coming under the purview of
EDCS such as Banagalore-One, replication
of Bangalore-One in other cities, Nemmadi
etc.,

(4) Attendance Monitoring System.

(6) State level TAP and Sub-Committee
meetings.

(6) Outsourcing of printing services.

(7) Departmental TAP meetings of the following
departments
(i) Department of Personnel and

Administrative Reforms
(i)  Department of Cabinet Affairs
(i)  Education Department
(iv)  Health and Family welfare Department
(v)  Medical Education Department
(vi)  Agriculture Department and
Horticulture Department
(vii)  Information Technology, Bio
Technology  and Science and
Technology Department
(viii) Food and Civil Supplies and Consumer
Affairs Department
(ix) Department of Youth Services
(x) Revenue Department
(8) All matters related to the State Data Center
(9) Any other work that may be assigned by

higher officers from time to time.

Sr. Programmer-2

"Maintenance  of  Stores, all
purchase process, co-ordination
and monitoring of FMS vendors,
inventory of software, consultants
and FMS vendors daily review
meetings, Departmental TAP
meetings, as assigned by Principal

Secretary."

(a) Maintenance of Stores

(b). All purchases related to the e-Governance
Secretariat. (Proposals relating to
purchases shall be sent to Desk Officer-2
for being processed)

(c). All technical matters related to SECLAN,
LMS, FMS, CMS.
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(d). All matters related to Sachivalaya Vahini,
including training and co-ordination and
implementation of Mukyavahini in CM's
Secretariat.
(e). Inventory of software and hardware of KGS,
Allocation of Computers & other peripherals
to the departments of KGS
(f). Daily review meetings with consultants and
FMS vendors
(g). Departmental TAP meetings of the following
departments:-
(i) Home Department
(i) Transport Department
(iii) Social Welfare Department
(iv) Forest, Ecology and Environment,
Department
(v) Rural Development and Panchayat
Raj Department
(vi) Commerce and Industries
Department
(vii)  Labour Department
(viii)  Planning Programme Monitoring
and Statistics Department
(ix) Animal Husbandry and Fisheries
Department
(x) Housing Department
(xi) Department of Public Enterprises
(h). Any other work that may be assigned by
higher officers from time to time.
3 H.S.Shankar, "HRMS, Monitoring of Websites, | (1) HRMS,
Sr. Programmer-3 Setting up and maintenance of mail | (2) Monitoring of Websites,
server, Deptal. Web Portal, TAP | (3) State Portal and SSDG
meetings as assigned by Principal | (4) Setting up and maintenance of mail server,
Secretary from time to time. Issues (5) Departmental TAP meetings of following
relating to Nudi, Co-ordination and departments:-
implementation of  Sachivalaya (0 Finance Department
Vahini/FMS & LMS, Maintenance of (i) Urban Development Department
AMS, AMC of AMS, CEG, KSWAN,
(i)  Law Department of Law, Justice and
Mukyavahini, readers and finger
Human Rights
print devices"
(iv)  Department of Parliamentary Affairs &
Legislation
(v) State Legislature Secretariat
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(vi)  Water Resources Department
(vii)  Public Works, Ports and Inland
Water, Transport Department
(viii) Department of Infrastructure
Development
(ix) Women and Child Welfare

Development Department
(x) Kannada, Culture Information and
Tourism Department
(xi)  Energy Department
(6) Departmental Web Portal, Kannada Web
Portal, State Portal & SSDG (State Service
Delivery Gateway)
(7) Kannada Software/Nudi
(8) Less paper office in KGS
(9) Matters coming under the purview of the
Center for e-Governance
(10) Any other work that may be assigned by

higher officers from time to time.

Desk Officer-1
(Vacant)

"All Administrative and Legislative
matters, KDP and MMR Meetings,
RTI work, CEG, KSWAN, Training,

Finance Commission”

. All Administrative matters

. KDP meeting

. MMR meeting

. Public Information Officer of e-Governance
Secretariat

« KSWAN

. LA/LC matters

. Governor's Speech

. Annual Report

. Any other work that may be assigned by

higher officers from time to time.

G.S. Prasanna Kumar
Desk Officer-2

"Assisting Senior Programmer-2, in
all purchase process, Supply of
Computers and its accessories and
electronic devices/equipments to
Secretariat Departments,
Maintenance of Vehicles.
Appointments & management of
work pertaining to consultants and
Data Entry Operators, Supply of
Stationery articles from Govt. Press

to e-Governance Department. All

. Maintenance of Vehicles
. All Purchase and payment proposals.
e Al

consultants and data entry operators,

matters  pertaining to computer

. Supply of Stationery articles to e-

Governance Secretariat.
. All administrative and financial matters
pertaining to the Directorate of EDCS and
Centre for e-Governance
and Officer  of

. Drawing disbursing

e-Governance Secretariat.
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administrative and financial matters
pertaining to the Directorate of
EDCS and Government programs.
Drawing and disbursing Officer of e-

Governance Secretariat "

All matters relating to Finance Commission
Budget Speech
Any other work that may be assigned by

higher officers from time to time.

Smt Uma Rani,

Jr. Programmer
(Existing work was
allocated as per O.M.
No. DPAR 37 EGM
2007, dated:
18.10.2007 read with
O.M. No. DPAR 37
EGM 2007, dated:
07.11.2007 and O.M.
No. DPAR 98 EGM
2008, dated:
25.09.2008)

. HRMS

¢ AMS

. Assisting 12th
Commission matters

. Creation of Kannada Portal

. Call centre related work

Finance

. Any other work assigned by
higher officers from time to
time.

HRMS including training under HRMS
Departmental Web Portal

Maintenance of Bio-metric Attendance
Monitoring System and Finger Print
Devices,

AMC of Bio-metric readers

Any other work that may be assigned by
higher officers from time to time.

Smt. Mohana Bai

Jr. Console Operator
(Existing work was
allocated as per O.M.
No.DPAR 37 EGM
2007, dated:
18.10.2007 read with
O.M. No: DPAR 37
EGM 2007, dated:
26.10.2007 and O.M
No. DPAR 98 EGM

. Maintenance of AMS and
Finger Print Device, AMC of
AMS readers

. Review of pending file and
LMS & FMS

. Campaign of Birth & Death
certificates

. Correspondence with DPAR
for additional space as and
when required and building

renovation.

Sachivalaya Vahini implementation in the
Karnataka Government Secretariat and Co-
ordination with NIC and training

Assistant Public Information Officer of e-
Governance Secretariat

Any other work that may be assigned by

higher officers from time to time.

2008, dated: | - Maintenance of telephone bills
25.09.2008) and Reliance internet cards.
Smt. Shobha "RDS & Nemmadi, all matters of Assisting Desk Officer-1 in all administrative

Programming Asst.2

(Existing work was
allocated as per O.M.
No.DPAR 37 EGM
2007, dated:
18.10.2007 read with
O.M. No. DPAR 98
EGM 2008, dated:
25.09.2008)

Center for e-Governance (e-
Procurement, KSWAN) Consultants
and Data Entry Operatorss Service
and other matters, outsourcing
printing services, State Data Centre.
All Training matters. Directorate of
EDCS

LA/LC matters. Governor's speech.

(Bangalore-1)  matters.
Advisory Board of e-Governance.
DC and CEO

Assurance and all

conferences,

legislative

matters

KDP meeting
MMR meeting
Annual Report
LA/LC matters
Governor's Speech

Any other work that may be assigned by

higher officers from time to time.
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Committee meetings.  Signing of
MOUs. Issues pertaining to DIT,
CRs. Implementation of
Sachivalaya Vahini in KGS and co-
ordination with NIC in implementing
Sachivalaya Vahini. PIO related
works. All Administrative matters"
9 Sri. Shrinivasamurthy . Budget speech Budget and Accounts
FDA . Budget and Accounts matters Maintenance of vehicles
(Existing work was | * All Annual Reports of the All Accounts matters, preparation of bills,
allocated as per O.M. Department reply to audit
No.DPAR 37 EGM | *  Maintenance of vehicles All matters of Finance Commissions
2007, dated: | - Preparation of Bills All Payment matters
:)8“;02,\?:7 ISTDTRng : 2;;:;;1listive - Sending financial Proposals to FD & PD
year Flan regarding e-Governance Programmes
EGM 2008, dated: | .  Reconciliation of accounts L )
25.09.2008) . Training expenditure Bullding renovation
Performance Budget of the Department
. Building renovation
) ) Any other work that may be assigned by
. Payment of reliance internet ) ) ) )
card higher officers from time to time.
. All accounts matters
. Reply to Audit
. 20 point programme
. Additional Central Assistance
as NeGP funding (Individual
projects handled by Senior
Programmer)
. Salary of Consultants and
data entry operators
. All payment matters
. 12th  Finance Commission
matters
. Issues pertaining to DIT
. CRs.
10 | Smt. Pushpa.M . All leaves R&I
S.D.A . House keeping, maintenance File marking & maintenance of running files
(Existing work was and cleaning of e-Governance Letter numbering
allocated as per O.M. Secretariat matters Despatch of Tappals
No. DPAR 37 EGM | - Issue of temporary passes Issue of temporary passes
2007, dated: | - Any other work assigned by Any other work that may be assigned by
18.10.2007 read with higher officers from time to higher officers from time to time.
O.M. No. DPAR 98 time.
EGM 2008, dated:
25.09.2008)
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11 Sri Srinivasappa . Tappal of R & | Closure of pending files & maintenance of

S.D.A . Any other work assigned by closed files

(Existing work was higher officers from time to House keeping, maintenance and cleaning

allocated as per O.M. time. of e-Governance Secretariat offices and

No. DPAR 37 EGM | - Documentation work training rooms.

2007, dated: Maintenance of Stationery of e-Governance

18.10.2007 read with Secretariat.

O.M. No. DPAR 98 Any other work that may be assigned by

EGM 2008, dated: higher officers from time to time.

25.09.2008)
12 | Sri Bairaiah Empanelment of vendors, Assisting in empanelment of vendors,

DEO State level TAP and Sub- Assisting in conducting State level TAP and

(Existing work was committee meetings, Sub-committee meetings,

allocated as per O.M. Training Any other work that may be assigned by

No. DPAR 37 EGM Any other work assigned by higher officers from time to time.

2007, dated: higher officers from time to

18.10.2007 ) time.
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Q) TTO TEEL0P I m03;: 10 5o 4TS, (1) Implementation of WAN, LAN and coordination related thereto",
QOWTITY,, B TYFOTOT 3T, BR WRRT:-
"(1) Opinion required on file in respect of all technical matters related to the implementation of WAN, LAN and
coordination related thereto"
(2) BTO TEE,0H Bz 0235110 see4sd.. "(3)All matters coming under the purview of EDCS such as Banagalore-One,
replication of Bangalore-One in other cities, Nemmadi etc.," 0WITR, B3 TITOTOT T30, TR WHRT:-
"(3) Opinion required on file in respect of all technical matters
coming under the purview of EDCS such as Banagalore

-One, replication of Bangalore-One in other cities, Nemmadi etc.,"
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"(1) Opinion required on file in respect of all technical matters related to HRMS"
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of the Center for e-Governance"
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13 Smt. Vijayalaxmi "Implementation of Mukyavahini in Hon’ble Chief Minister's Secretariat."
Junior Programmer "Any other works that may be assigned by higher officers from time to time"
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prsegov@karnataka.gov.in
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Planning Programme Monitoring and Statistics Department

Animal Husbandry and Fisheries Department

Rural Development and Panchayat Raj Department
Housing Department

Commerce and Industries Department

Forest, Ecology and Environment, Department
Labour Department

Home Department

Transport Department

Social Welfare Department
Department of Public Enterprises
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Daily review meetings with consultants.
Government Secretariat

ordination.
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(ii)
(iii)
(iv)
(v)
(vi)
(vii)
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(i)

(@) Maintenance of Stores

(viii)
(ix)

(c) Allocation of computers & other hardware to the departments of Karnataka

(b) All matters related to Sachivalaya Vahini, including training and co-
(b) All purchases related to the DPAR(e-Governance)

(&) All technical matters related to SECLAN, LMS, FMS, CMS.

(d) Meetings of TAPs of the following departments:-
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jrprog2-egov-dpar@karnataka.gov.in
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adsegv@gmail.com
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SOCIAL WELFARE SECRETARIAT
No. SWD 199 SAD 2010 Bangalore, Dated :21-11-2012
NOTIFICATION

Where as the draft of the Karnataka State Commission for the Scheduled Castes and Schedule Tribes Rules 2011 was
published as required by section 14 of Karnataka State Commission for the Scheduled Castes and Scheduled Tribes Act 2002
(Karnataka Act 20 of 2002) in notification No SWD 199 SAD 2010, dated 16-06-2011 in part of iv A of Karnataka Gazette dated
14-07-2011 inviting abjections and suggestions from all persons likely to be affected there by within the thirty days from the date its
publication in the official Gazette.

And where-as, the said Gazette was made available to the public on 14-07-2011.

And whereas, the objections and suggestions perceived in respect of the said draft have been considered by the
State Government.
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Now, therefore, in exercise of the powers conferred by section 14 of the Karnataka State Commission for the Scheduled
Castes and Scheduled Tribes Act, 2002 (Karnataka Act 20 of 2002) the Government of Karnataka hereby makes the following rules

namely.

RULES:-

1. Title and Commencement:- (1) These rules may be called the Karnataka State Commission for the Scheduled Castes and
Scheduled Tribes Rules, 2012.

@

They shall come into force from the date of their publication in the official gazette.

2. Definition:- In the rules, unless the context otherwise requires,-

1)

2)

3)

4)
5)

6)

“Act” means the Karnataka State Commission for the Scheduled Castes and Scheduled Tribes Act 2002
(Karnataka Act 20 of 2002);

“Chairperson” means the Chairperson of the Commission nominated by the Government under Sub-Section
(2) (a) of Section 3 of the Act;

“Government” means the Government of Karnataka.
“Commission” means the Karnataka State Commission for Scheduled Castes and Scheduled Tribes;
“Member” means duly appointed member of the commission.

“The expression” Schedule Castes & Scheduled “Tribes” shall have the meaning respectively assigned
them in clauses 24 and 25 of article 366, of the constitution of India.

Chapter Il

3. Salary and allowances of the Chairperson, Members o  f the Commission :-

1)

2)

The Chairperson is entitled to the pay and allowances and other privileges as per the status accorded to him by the
Government. If the Chairperson is a member of the legislature of the Karnataka State, he shall not be entitled to any
remuneration other than allowances as member of legislature under the relevant Act / Rules. Where any person is
appointed as a Chairperson who is in receipt of pension from Government or otherwise in respect of any previous
service, the salary admissible to him under these rules shall be reduced by such amount of that pension.

The members other than the Member Secretary shall be entitled to the following sitting fee and allowances namely:-
a) Sitting fee of Rs. 1000/- per sitting/meeting of the Commission but not exceeding Rs. 20,000/- per month.

b) Monthly allowance of Rs. 5,000/- (Rs. Five Thousand only) towards local conveyance, telephone and other
expenses.

c) Traveling allowance and Diem allowance as admissible to Senior Group-A Officer of the State Government. It
tours by the member shall be related to the functioning of the Commission.

d) The Chairperson and the members may undertake tours outside the State and Country based on need with
the prior approval of the Government.

e) The official tours of the Chairperson and members of the Commission shall be restricted to ten days in a
month.

4. Arrangement in case of Permanent or Temporary va  cancies-

If the office of the chairperson becomes vacant or if the chairperson for any reason absent or unable to discharge the duties of his
office , those duties shall, until the new Chairperson assumes his office or the existing Chairperson resumes his office as the case may
be, discharge by the Member as the Government may direct.

5

Division of responsibilities and allocation of work -

1) The Chairperson shall be head of the Commission and shall have the residuary powers to decide on all questions
and matters arising in the Commission except such matters where specific provision has been made in these rules.

2) The Chairperson shall allocate subjects / regions and responsibilities among the Members of the Commission.
The order allocating the subject / regions and responsibilities shall be circulated to all concerned by the Member
Secretary or an authorized officer of the Commission.

3) The Chairperson shall be the authority to sanction leave and approve tours of the Members.
4)  The Chairperson shall preside over the meetings of the Commission.

5)  All important decisions of the Commission pertaining to the subjects allotted to the Members shall be taken with the
approval of the Chairperson.

6) The Chairperson may call for any records on any matter which he considers important and may take a decision on
it placing it at the meeting of the Commission.
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9)

7) The Members of the Commission shall have collective responsibilities and function by participating in the meetings
and sittings of the Commission and look after the subjects / regions allocated to them. Important actions and
decision of a Member may be brought at a meeting of a Commission which may review the same

8) Any Member may suggest items for inclusion of the meeting of the Commission and the same shall be so included
for the decision of the Commission.

9) Each member shall have overall responsibility of the subject and / or regions as may be allocated to him.

10) One or more Members may, in accordance with the procedures specified in these rules, hold sittings of the

Commission to give hearing to the cases or to collect evidence or information on any matter / issue / case under
investigation or enquiry by the Commission.

11) The Members shall be assisted by the staff of the Commission in all matters including tours and travels.

Chapter Ill
6. STAFF OF THE COMMISSION
The posts in the Commission shall be filled by deputation of the officers/officials having equivalent pay scales and grade,

from any of the State Civil Services/ Universities/Local Authorities/Public Sector Undertakings/Statutory Boards/ Corporations
or by way of contract appointments of persons retired or superannuation from any of the above services.

The appointments on deputation and contract appointments shall be as per the provisions of the Karnataka Civil Services
(General Recruitment) Rules, 1977 and any other orders of Government in force from time to time.

The Member Secretary shall be administrative head of the Commission and shall assist the Commission in the discharge of
its functions with the assistance of the staff of the Commission.

All important administrative matters shall be placed before the Member Secretary who may pass general or specific orders
on such matters.

The Member Secretary shall be responsible for having agenda prepared for the meetings of the Commission and for
circulating the minuets.

The Member Secretary shall assist the Commission in finalizing the reports.

The Member Secretary may in his discretion, delegate any of his functions or authority to a subordinate staff of the
Commission.

CHAPTER IV

Meetings of the Commission:- (1) The Commission shall meet as and when necessary at Bangalore or at such other places
in the State as the Chairperson may think fit.

Provided that the Commission shall meet at least once in a month.
The Commission shall have power to regulate its own procedure as and when it deems fit.

All orders and decisions of the Commission shall be authenticated by the Member Secretary or any other officer of the
Commission duly authorized by the member Secretary in this behalf.

The Chairperson shall ordinarily give a minimum notice of three working days, if the meeting is to be held in Bangalore and a
minimum notice of seven days if the meetings of the Commission is to the held outside Bangalore. Emergent meetings may
also be called by the Chairperson either on his own or on the request of a Member or the Member Secretary for disposing of
important matters requiring urgent consideration by the Commission.

The quorum Commission Meeting shall be 2 including the Chairperson, provided the quorum so fixed shall stand reduced by
the number of vacancies that exist in the Commission, as and when there are such vacancies.

Every decision of the Commission shall be decided by majority of the members present and voting.

Provided the Chairman will have an additional casting Vote in case of an equal division.

Subject to a decision to the contrary by the Commission, the minutes of the Commission meeting shall be recorded by the
Member Secretary and he shall prepare the copies of the said minutes and circulate the same to the Chairman and the
members as soon as possible after the meeting is over. He shall present the minutes for signature of the Chairperson at the
next meeting. After the Chairperson’s signature, the minutes of the meeting shall stand confirmed.

Objections, if any, to the correctness of the recording of minutes of the Meeting may be taken at the next meeting of the
Commission and the same shall be decided by the Commission.

The Member Secretary shall keep a record of the proceedings and shall furnish certified Xerox copies to the members and

the Chairperson. The entire proceedings of the Commission’s meeting shall be kept confidential by all the concerned except
when the Chairperson, in his discretion, authorizes publication of the same in writing.
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8. Matters Requiring Decisions by the Commission at its Meeting:- The following matters shall be brought up before the
Commission at a meeting for consideration and decision:

0] Any recommendation for an amendment to the Act or to these rules of procedure;

(i) Matters to be investigated or inquired by the commission directly;

(iii) All the reports that are required to be considered by the Commission as provided in these rules;

(iv) Any matters that a Member may like to bring to the meeting, with the approval of the Chairperson;

) Important matters relating to safe guards and development for the welfare and advancement of the Scheduled Castes

and Scheduled Tribes.
(vi) Any matter that the Chairperson may direct to be placed at a meeting of the Commission.
9. Agenda for the Meeting:- The agenda shall normally be circulated to all the Members at least 3 days in advance before the meeting.

Provided that for an Emergent Meeting the time limit may not apply. The minutes of a meeting shall be circulated as soon as
possible to all the Members.

CHAPTER V

10. Investigation and Inquiry by the Commission - (1) The Commission may hold sittings for investigation in to matters relating to
safeguards, protection, welfare and development of the Scheduled Castes and Scheduled Tribes or for inquiring into specific
complaints, for which the Commission decided to take up investigation or inquiry directly. Such sittings may be held either at the
Headquarters of the Commission or at any other place within the State.

(2) The sittings of the Commission shall be held after giving due notice to the parties intended to be heard and also due
publicity notice to the general public, if required. Care shall be taken to see that the members of the Scheduled Castes or Scheduled
Tribes who are affected in the matter under investigation or inquiry are given due information through notice or publicity, as the case
may be.

(3) When a decision for direct investigation or inquiry is taken necessary staff may be attached to the Member(s) entrusted
with such investigation or inquiry and they shall take all steps to arrange such sittings.

(4) During the course of the investigation or inquiry the Commission, may take evidence on oath or receive affidavits. When
considered necessary, the Commission, for the purpose of taking evidence in the investigation or inquiry, require the presence of any
person and may issue summons to him. The summons shall provide at least seven days notice to the person directed to be present
before the Commission from the date of receipt of the summons.

(5) Where the property, service or employment of Scheduled Castes and Scheduled Tribes and other related matters are
under immediate threat and prompt attention of the Commission is required, the matter shall be taken cognizance by issue of telex or
fax or E-mail to the concerned authority for making it known to them that the Commission has taken up the issue, Urgent reply by
telegram or fax or e-mail shall be called from the concerned authority. In case no letter is received within a week, the authority
concerned shall be summoned at a short notice for enquiry.

(6) After holding the required sittings, the Member(s) who conducted the investigation shall make a report which shall be sent
to the Member Secretary or any other officer authorised to receive the report. After examination, action may be initiated on the report
with the approval of the Chairperson. Notice of collecting facts evidence, Notice of Hearing and Public Notice are provided in form I, Il
and Ill respectively.

11. Confidentiality of Certain Reports:-  The Commission may, through a decision at a meeting or otherwise, direct that the contents of
any report made on any matter shall be kept confidential and shall not be revealed to any person other than those who have been
authorized access to such report.

12. Legal Processes:- All summons and warrants that the required to be issued in pursuance of the exercise of the powers of a Civil
Court by the Commission shall be written in the prescribed form and shall bear the seal of the Commission. The provisions of the Code
of Civil Procedure applicable for the service of the legal processes shall be followed by the Commission.

13. Form of summons and Warrants:- The summons and warrants shall be in Form IV and V respectively.

14. Issue of Letters and Notices:- Letters and notices requiring production of documents etc. which are to be issued without
exercising the powers of the Civil Court may be provided by the Commission and signed by Member Secretary or an authorized officer.
CHAPTER - VI

15. Sittings of the Commission:- (1) Whenever a matter is to be investigated or inquired into directly by the Commission it may do so
by holding sittings of the Commission. In the case of such sittings the presence of all the Members may not be necessary.

2) Officers to be Present:- Whenever a Member is holding a sitting, an authorized Officer of the Commission or the Member Secretary
shall be present to assist the Member(s) holding the sitting to discharge the functions properly and promptly. It shall be the duty of the
authorized officer to assist the Member(s) in preparing the report if called upon to do so by the Member(s). The Officer shall also be
responsible for assisting the Member(s) in following the procedure.
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3) Frequency of Sittings:-  Sittings of the Commission may be held as and when necessary. The Commission may hold more than one
sitting simultaneously in different parts of the State with different Members functioning separately.

4) Program of the Sittings :- The program of the sittings, both at the Headquarters and other places, would normally be worked out
each month in advance and duly circulated.

5) Defraying Expenses to Witness:- (1) The Commission may defray travelling expenses to persons who have been called through
summons to appear before the Commission in a sitting, provided that the place of residence of one person is more than 8 Kms. from the
place of the sitting of the Commission. The amount so defrayed shall be limited to the actual travelling expenses plus Daily Allowance
for the number of days that the person has appeared before the Commission in its sitting, if the person is not entitled to travelling and
daily allowance from any other source. The limit of travelling expenses shall be determined on the basis of the rail fare and road
mileage calculated on the basis of the rates that may be specified by the Commission. In the case of any doubt regarding the
entitlement of the persons, the decision of the Member Secretary of the commission shall be final.

(2) Persons who are employees of the Government / Public Sector Undertaking shall be deemed to be on duty if they are
summoned to depose before the Commission or produce documents.

(3 The Member Secretary of the Commission may devise a suitable procedure to ensure that such claims as above are paid
to the persons concerned so appearing.

(4) The claim for traveling expenses as above shall not be admissible in the case of a person who appears before the
Commission during any investigation or enquiry on his own accord or in response to a communication or notice which is not a summon
issued by the Commission.

CHAPTER - VII

15. Advisory role of the Commission: ~ The Commission shall interact with the State Government Departments / other organizations
through its Member Secretary by meetings, personal contacts, visits and correspondence. The information in this regard may be sent to
the concerned Dept. / Organisations well in advance.
16. Interaction with the state Planning Board:- The Commission shall interact with the State Planning Board at appropriate levels
through representation in committees, Working Groups or other such bodies set up by the Planning Board. The Commission may
request the Planning Board to forward copies of all the documents concerning the process of planning and development and evaluation
of all programmes and schemes related to Scheduled Castes and Scheduled Tribes.

CHAPTER - VIII
17. Monitoring Functions of the Commission:- The Commission may determine from time to time, the subjects or matters and
regions that it would monitor relating to safeguards and other socio-economic development measures provided for the Scheduled
Castes and Scheduled Tribes.
18. Returns and Reports:- (1) Any authority responsible having control of the subject matter of which monitoring is being done by the
Commission, shall furnish the reports as required by the Commission.

(2) The Commission may from time to time issue instructions to furnish information and data on any particular subject or
matter from the State Government Departments, Local Bodies, Corporate Bodies or any other authorities which is charged with the
implementation of the safeguards meant for the Scheduled Castes and Scheduled Tribes.

19. Follow-up Action:- (1) In order to ensure that monitoring is done effectively the Commission, after getting the information and after
taking a decision may as early as possible send out communications to the concerned authority describing the shortcomings that have
been noticed in the implementation of the safeguards and suggest the necessary corrective steps.

(2) The Commission may ask for the comments of the concerned authority on the action taken in pursuance of the
communications sent under sub-rule (1).

(3) The Commission may include in its Annual report or any Special Report its findings and conclusions arrived at through the
process of monitoring of the subjects relating to the safeguards and socio-economic development measures meant for the Scheduled
Castes and Scheduled Tribes under the Constitution or under any other law for the time being in force or under any order of the State
Government.

CHAPTER —IX

20. Non-Formal Actions by the Commission:- The Commission may initiate correspondence in special cases in matters or cases
which are not strictly covered under the law if the matter is such that the welfare of an individual person belonging to a Scheduled Caste
or a Scheduled Tribes or that of a group of such persons is involved and it is necessary for the Commission in its inherent capacity as
the protector of the interests of these classes of persons, to take action. All routine formal communications from the Commission shall
be issued under the signatures of Member Secretary or an authorized Officer. The Commission can sue or be sued through its Member
Secretary.

21. Applicability of rules, etc., of the State Gove  rnment :- (1) All rules, regulations and orders issued by the State Government and
applicable shall also apply to the Commission.
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(2) The provisions relating to the delegation of financial powers in the State Government shall apply to the corresponding
officers in the Commission.

22. Decision on Matters not Specified in these rule  s:- If a question arises regarding any matter for which no provision exists the
decision of the Chairperson shall be sought. The Chairpersons may, if deems fit, direct that the matter may be considered at a meeting
of the Commission.

CHAPTER X

23. Evaluation and Studies:- (1) The Commission may undertake any evaluation and studies for the benefit of Scheduled Caste or a
Scheduled Tribes in the state by resolution passed in that regard in the manner as prescribed for procurement of goods and services in
the Government, with the prior approval of the Government.

(2) After each such evaluation and studies a report shall be placed before the Commission and the Commission may take such action
as it deems fit or forward a copy of study report to the Government for appropriate action.

CHAPTER XI

24. Budget, Accounts, Audit and Annual report:- (1) The budget of the Commission shall be prepared before 30th November of the
every year and be submitted in duplicate to the Government for approval during the first week of December of each year.

(2) The statement of accounts regarding the receipt of budgetary grants and the statement of accounts of expenditure in respect of the
budgetary grants in respect of each financial year and all accounts of the Commission shall be maintained in accordance with the
instructions of the Government from time to time.

(3) The accounts of the Commission shall be audited during the year by the Accountant General in Karnataka.

(4) The Annual report of the Commission shall be prepared and forwarded to the Government, within three months from the date of
completion ° of financial year giving complete accounts of its activities during the previous year, as required under section 15 of the Act,
to the Government. The Government may lay the same before each house of the legislature.

(5) As soon as may be, after receipt of the report of the auditor, the Commission shall send a copy of the annual statement of accounts
together with a report of the auditor of the Government to lay the same before each house of Legislature.

25. Seal of the Commission:- The seal of the Commission shall be as specified by the Chairperson by order issued in this behalf.

By order and in the name of the Governor of Karnataka,
N.NARASIMHA MURTHY
Under Secretary to Government-II
Social Welfare Department

FORM I
KARNATAKA STATE COMMISSION FOR THE SCHEDULED CASTES AND SCHEDULED TRIBES
# 14/3, 2™ Floor, C.F.C Building, Nrupatunga Road Bangalore — 560 001.
Notice for collecting basic facts
To

Whereas a Petition/Complaint/information has been received by the Karnataka State Commission for the Scheduled Castes

and Scheduled Tribes from press news under caption appearing in dated

as enclosed and the Commission has decided to investigate/inquire into the matter in pursuance of the powers conferred upon, you are
hereby requested to submit the facts and information on the action taken on the allegations/matters to the undersigned within 30 days of

receipt of this notice either by post or in person or by any other means of communication.

Please take notice that in case the Commission does not receive reply from you within the stipulated time, the Commission
may exercise the powers of Civil Courts conferred on it under Karnataka State Commission for The Scheduled Castes And Scheduled

Tribes Act and issue summons for you appearance in person or by a representative before the Commission.

Signature
Secretary/Authorized Officer
Karnataka State Commission for the
Scheduled Castes and Scheduled Tribes
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FORM II
KARNATAKA STATE COMMISSION FOR THE SCHEDULED CASTES AND SCHEDULED TRIBES
# 14/3, 2™ Floor, C.F.C Building, Nrupatunga Road Bangalore — 560 001.
Case NO: ....cociviiiii
To:

NOTICE OF HEARING

Take notice the complaint dated: lodged by you and registered in this Commission in the above Case No.
is posted before the Commission for examination/hearing. You are directed to appear at the place and time as
specified below. You may appear in person or through a duly authorized legal representative You are entitled to produce evidence in
support of your complaint and also to produce the documentary evidence in support of the same. In case you want the Commission to
summon any witness you may furnish list of any of such witness with names and address well before the date of hearing.

Date of Hearing
Time and Place of Hearing
Secretary

Karnataka State Commission for SC/ST Bangalore

Date:
FORM IlI
KARNATAKA STATE COMMISSION FOR THE SCHEDULED CASTES AND SCHEDULED TRIBES
# 14/3, 2™ Floor, C.F.C Building, Nrupatunga Road Bangalore — 560 001.
Case NO: ......ocovvvviiiiii,
To:

PUBLIC NOTICE

WHEREAS a complaint has been received by the Commission and the same is taken up for hearing by the Commission at the
place and time specified below.

THEREFORE this Public Notice is given inviting objections, if any, to the said complaint. Any one desirous of filing objections
may do so in writing well before the date of hearing. All such written objections shall be filed in sets.

1) Name of the Complainant and Address
2) Date & Time of Hearing
3) Place of Hearing
4) Relief prayed for by the Complainant
The objections may be filed in person or through authorized legal representatives.
Secretary

Karnataka State Commission for SC/ST Bangalore

Date............
FORM -IV
KARNATAKA STATE COMMISSION FOR THE SCHEDULED CASTES AND SCHEDULED TRIBE
#14/3, 2™ Floor, C.F.C Building, Nrupatunga Road  Bangalore-560 001
SUMMONS
File No:
To

Whereas the State Commission has decided to investigate into the following matter in pursuance of powers conferred upon it,
Karnataka State Commission for The Scheduled Castes And Scheduled Tribes Act, your attendance is hereby required in person to
appear before the State Commission on the of 20 at hours at You
are required to being with you the connected documents for examination by the State Commission.
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Case reference .
If you fail to comply with this order without lawful excuse, you shall be subjected to the consequences of non-attendance laid
down in Rule 12 of Order XVI of code of Civil Procedure, 1908.

Given under my hand and seal of the State Commission for SCs & STs exercising powers of Civil Court this
of 20

Court Officer
SEAL
FORM-V
KARNATAKA STATE COMMISSION FOR THE SCHEDULED CASTES AND SCHEDULED TRIBE
#14/3, 2™ Floor, C.F.C.Building Nrupatunga Road.  Bangalore-560 001
To
Whereas r/o has been duly served with a summons but has failed to attend (absconds keeps out of
the way for the purpose of avoiding service of a summons), the Karnataka State Commission for Scheduled Castes and Scheduled
Tribes exercising powers of a Civil Court, hereby order you to arrest and bring the said before the State Commission at
Bangalore.
You are further order to return this warrant on or before the day of _ 20 with an

endorsement certifying the day and the manner in which it has been executed, or the reason why it has not been executed.

Given under my hands and the seal of the State Commission exercising powers of Civil Court, this of
20
SEAL Signature
TOTROH IRV
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