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The 31st December 2008
No15/BSS-02-06/2008 Ka-10355—In exercise of powers conferred under
subsection (2) of Section-19 of Bihar Secretariat Service Act, 2007 (Bihar Act 3, 2008),
cadre controlling authority (Personnel and Administrative Reforms Department) makes
following Regulations in light of Section-11 of the said Act, for determining training
programme for the persons appointed on probation by direct recruitment in Assistant

grade of the Bihar Secretariat service:-

1. Short title and Commencement.-(1)These Regulations may be called the “Bihar
Secretariat Service (Assistant Grade Training) Regulation, 2008’;

(i1) It shall come into force at once:

2. Definitions.-In these Regulations, unless the context otherwise requires-

(i) ‘Service’ means the Bihar Secretariat Service;

(i1) ‘Act’ means the Bihar Secretariat Service Act, 2007 (Bihar Act 3, 2008;

(iii) ‘Rules’ means the Bihar Secretariat Service Rules, 2008;

(iv) ‘Administrative Training Institute’ means the Administrative Training
Institute of the State and Bihar Institute of Public Administration and
Rural Development(BIPARD); and

(v) Words or references used in these regulations and not defined shall have

the same meanings respectively assigned to them in the Bihar Act 3, 2008
and Bihar Secretariat Service Rules, 2008

3. The training programme shall be in following three continuous phases:-

@
(ii)
(iii)

First Phase- (Training period four weeks);

Second Phase- (Training period four weeks);

Third Phase- (practical Training four weeks);

In the first and second phase of training programme, 80% attendance shall

be compulsory. Director General, Administrative Training Institute/BIPARD shall

sanction leave/grant permission for maximum 20% absence on satisfactory

grounds (e.g. grave illness etc).

4. Training period of first phase shall be of four weeks and shall be held at
Administrative Training Institute. The syllabus for this training shall be as follows:-

(i) Organization of Secretariat and its attached offices.

(1) Duties and responsibilities of the various grades of officers in the
Secretariat Departments.

(ii1) Official information and security of documents.
(iv) General description of the stages through which a new receipt passes form
the time of receipt in an office till its disposal.

(v) Receipts and its distributions amongst officers and sections.

(vi) Marking of receipts by Section Officers to the Dealing Assistants and
entries in the log books.
(vil) Registration of receipts in the diary registers and its importance.
(viii) Opening of new files-file number and the subject of the file, file index
register and entries to be made in the file index register.
(ix) Arrangements of files, referencing and page numbering and flagging of
papers in the file.

(x) Title headings of files-use of indices and the way to trace out the previous
papers and precedents and how to send requisition for and getting
recorded confidential and ordinary papers.

(xi) Proper maintenance of the diary register, various other papers and

registers and its importance.
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(xii)
(xiii)
(xiv)

(xv)

(xvi)

(xvii)

(xviii)

(xix)

(xx)

Recording-how cases are recorded-stages the proceedings have to pass
through before reaching the recorder.

Various types of communication, official letters, D.O. letters, Fax, office
memoranda and U.O. registers etc.

Maintenance of various kinds of issue registers.

Maintenance of Stamp account.

Confidential papers-how to register and deal with them-arrangement for
security and custody of confidential papers-procedure of references of
confidential papers to other branches in the departments.

Checks on delay and arrears- the weekly arrear list, quarterly arrear list
and arrear list of letters form the Government of India to which replies
have to be sent. Table of cases, report regarding action taken on the
decision on the Council of Ministers.

Office management and discipline- attendance register, absence from
office, holidays, leaves, casual leave, character and cleanliness and
orderliness, discipline, confidential report, entries in character-rolls etc.
Thorough knowledge of selected chapters of the Secretariat Instructions.
Thorough knowledge of Right to information Act, 2005 and the rules
made therein.

5. Training period of second phase shall be of four weeks and shall be conducted
by Administrative Training Institute. The syllabus for this training shall be as follows-

)
(i1)

(iii)

(iv)

(v)
(vi)
(vii)

(viii)

(ix)
(x)

(x1)
(xi1)

(xiii)

(xiv)

Comprehensive lectures on Rules on Executive Business including
Cabinet procedure.

Legislative business, Legislative Assembly and Legislative Council
questions, bills, short notice, starred and unstarred questions. The dates by
which reply should be sent to the legislature-various instructions to be
explained on the subject. Bihar legislature procedure and conduct of
business Rules.

Salient points of the Constitution of India, particularly those relating to the
public services and part-V and part-XIV. Such matters on which
consultation with the Public Service Commission is necessary and the
procedure to be followed in making references to the Commission.

Bihar Public Service Commission (Limitation of functions) Regulations
and the Government Servant Conduct Rules.

Bihar Government Servants (Classification, Control and Appeal) Rules,
2005.

Rules for the recognition of Associations of government servants.

Noting, referencing and inter-departmental references, precis writing.
Financial Rules, Bihar Service Code and delegations made thereunder and
other financial rules.

Travelling Allowance Rules.

General Provident Fund Rules, Contributory Provident Fund Rules,
Compensatory and other allowances.

Pension Rules.

Budget procedure (theoretical and practical). Chapter-8 of Secretariat
Instructions.

Five year plans, Community Projects and Central and State projects and
programmes.

Bihar Board Miscellaneous Rules, 1958.
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6. Practical Training shall be provided in the third phase. It will be of four weeks
duration and concerned administrative departments shall arrange for practical training in
this period. The programme of this training shall be as follows-

@
(i)

(i)

(iv)

v)

Probationers shall actually work as a Lower Division Clerk for one
week.

They will be attached to the office establishment section for one week and
will see how the establishment Assistants work. During this period,
probationers will learn how to maintain a service book, maintenance of
gradation list of Assistants and clerks etc.

For one week to be attached with recorder, They will go through all the
processes for recording of files themselves and will record a certain
number of files and learn how to prepare it for printing. They will also
read proofs received form press.

Thereafter probationer persons will be attached to a dealing Assistant.
They will learn how to prepare the arrear lists under the direction of the
dealing Assistant with whom they are attached.

The probationer persons will also learn the following-

(a) Update maintenance of rules and regulations and office orders
concerning dealing Assistant with whom they are attached.

(b) Maintenance of list of subjects dealt with, to be dealt with by each
Assistant.

(c) How to use the forward diary.

(d) Maintenance of guard file relating to the subjects dealt with in the
section. Thereafter probationer will now be placed under the direct
charge and immediate care of the section officer who will give
them sympathetic guidance in practical initiation of duties of an
Assistant and also give them simple cases for noting and drafting.
In the proper disposal of these cases, the section officer will give
the probationer all helpful guidance. After the preliminary training,
the probationer will be required to deal with more important cases
in the section. It will not be necessary to give them complicated
cases but will be given the work of preparation of drafts in cases in
which orders have been passed and to put up summaries or precis
on current cases to test his ability to write helpful notes.

7. Administrative Training Institute shall issue a certificate of successful
completion of training programmes of first phase and second phase, the practical training
shall be initiated only on the basis of such certificate.

By the order of Governor,
AMIR SUBHANI,
Secretary to the Govt.
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