II.

STANDING ORDER NO. HRD/45 /2026

BASIC TRAINING COURSE FOR ASI (STENO)

(DURATION : 4 MONTHS)

INTRODUCTION:

This Standing Order lays down guidelines for imparting Basic Training
to directly recruited Assistant Sub-Inspectors (Steno) Delhi Police.

The direct appointment of a Stenographer in Delhi Police is done as
Assistant Sub-Inspector (ASI-Steno) and on completion of two years’
Probation period successfully are elevated to the post of Sub-Inspector
(SI-Steno), On appointment, a stenographer has to undergo Basic
Training in the Training Academy and thereafter posted with the
eligible officer for stenographic assistance.

They are responsible for providing administrative and clerical support
to a senior officer. Besides, taking dictation and translating them into
prints, their role focuses on organizing schedules, handling
communication, and ensuring the smooth day-to-day functioning of
the officer's work. »

Besides above, Assistant Sub-Inspectors (Steno) are combatized and
could be required to perform law & order duties if required. The
training programme is therefore, structured to train Asstt. Sub-
Inspectors (Steno) to perform law & order duties competently and
effectively.

OBJECTIVE :

The objective of imparting training to Asstt. Sub-Inspectors (Steno) is to
prepare them to work efficiently by imparting knowledge of office
procedure and to make them well versed with relevant Rules and
Regulations. For professional development to enhance / update an
individual’s existing knowledge and skills and to prepare them for new
responsibilities, they need to be trained in following fields to achieve
greater proficiency:
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(c) Assisting senior officers with administrative tasks, coordination
during meetings by organizing materials, taking notes, and
ensuring smooth communication.

(d) Handling communication channels like landlines, emails, etc.
and handling of office mechanical aids/equipment like Photostat
machines, scanners, shredders, etc.

(e) Maintaining high level of confidentiality particularly with
classified or sensitive information/documents.

() Time management i.e. ability to handle multiple tasks and
prioritize work efficiently and to be proficient in office tools.

(g) Imparting knowledge of office rules, office procedures, general
law (Bharatiya Nyaya Sanhita 2023, Bharatiya Nagarik Suraksha
Sanhita 2023, Bharatiya Sakshya Adhiniyam 2023), Delhi Police
Act, etc. and to make them fit to be deployed on Law & Order
duties as and when required.

(h) Knowledge of hierarchy of Delhi Police and different
Districts/Units.

(i) Outdoor activity to impart training in PT, squad drill, arms drill,
weapon training and firing practice to develop habits of sound
health, discipline, punctuality and courtesy as a part of general
public dealing and qualities of a disciplined police officer.

DURATION :

The duration of the training will be 04 months. Distribution of
the training days and details thereof is placed at Annexure - I
However, the schedule of training is subject to change/modification
in case of an emergency/contingent condition/requirement by the
Director/Joint Director, Delhi Police Academy.

JOINING PERIOD:

All trainees of a batch will join the training on the same day.
However, maximum relaxation of 03 working days can be given in
exceptional cases by Director/Joint Director, Delhi Police Academy.
Relaxation of 07 days can be given with the approval of Special
Commissioner of Police, Training.

The entire batch enlisted in a year should undergo training during
that year and no one shall be exempted from the initial training.

TRAINING NEEDS:

The purpose of training is to prepare them professionally to perform
their duties according to their trade efficiently and effectively and
also to inculcate in them the habit of maintaining mental and
physical health, hygiene, discipline and punctuality, courtesy,
straight-forwardness and requisite knowledge of office and police
procedures.



TRAINING ASPECTS:
The training at Delhi Police Academy, is of different folds, i.e.: -

i) "Outdoor" aspect for all round physical fitness, vitality, sharpening
of reflexes, inculcation and strengthening of the fibre of discipline
and toughening up in general;

iij} “Indoor" and specialized training, for imparting professional
knowledge, skills and appropriate attitudes necessary for
becoming a police officer;

iii) Spl. CP/Training shall review the syllabus on the recommendation
of Head of the Training Institution to incorporate any change in
Law/amendments etc., if felt necessary, with the approval of the
Commissioner of Police, Delhi.

S. Training Aspects Maximum Marks
No.
1 Outdoor Training 200
2 Indoor Training 600
Total 800

A) OUTDOOR TRAINING

The training in outdoors shall be in accordance with the
principle laid down in the Police Manual prescribed from time to
time.

i) An Assistant Director, Outdoor, Delhi Police Academy assisted
by the Chief Drill Instructor (CDI), will supervise the outdoor
training. The Chief Drill Instructor will issue weekly
programme after obtaining approval of the Assistant Director,
Outdoor;

ii) The daily duration of the outdoor training shall be as follows: -

S. No.| Events Duration
1. Morning P.T. 40 Minutes
2. Morning Parade/Weapon | 90  Minutes  (Morning
Training Parade & Weapon Training

- 02 periods of 40 minutes
each & 10 minutes break
in-between)

3. Evening Games/Gym/ | 60 Minutes
Commando Element (Weapon &
Tactics, Field Craft), Crowd
Control, Traffic Control &




Wireless Training UAC & First
Aid, Yoga Games.

iti) In order to ensure effective training and proper supervision
over the outdoor training, the trainees shall be divided into
platoons of not more than 30 trainees, each under the
command of a Drill Instructor as the platoon commander;

iv)] He will be responsible for the maintenance of discipline and
the general conduct of all the trainees of his platoon;

v) He will also ensure cleanliness of rooms and barracks under
occupation by his trainees;

vi) Team games will also form a regular part of outdoor training
schedule;

vii) Deputy Director, Delhi Police Academy shall allot time tables
for the outdoor syllabi & supervise the working of CDI with the
assistance of the Assistant Director (Outdoor), Delhi Police
Academy.

Details of the outdoor subjects, periods & parks are given at
Annexure - A.

INDOOR TRAINING.
i) Assistant Director (Indoor) assisted by the Chief Law Instructor

(CLI) and Senior Prosecutor will supervise the indoor training
under the supervision of the Deputy Director;
ii) Deputy Director shall allot subjects to the indoor faculty;
ity The indoor syllabi shall be designed in an integrated manner
oriented to develop practical skills. It shall be covered through
lectures, discussions, seminars, simulated situations and
workshops etc. with the help of various instructional/teaching
gadgets;
iv) Guest faculty shall also be regularly invited. Help from
institution/university for imparting training may also be taken
to enrich the training with the approval of competent authority;
v) There will be 07 indoor periods and each period will be of 45

minutes duration and the indoor classes will run from 09:30 AM
to 03:45 PM with a recess of 60 minutes duration. Details of the

indoor subjects, periods & marks are given at Annexure - B.




SPECIAL EMPHASIS WILL BE LAID ON FOLLOWING SUBJECTS: -

i) The detailed syllabus for various indoor/outdoor subjects is
given at Annexure “A”. The same may be reviewed by the
committee from time to time.

il) For indoor training entire syllabus has been divided into six
chapters each corresponding to an exam. Besides imparting
knowledge of various laws like Bharatiya Nyaya Sanhita 2023,
Bharatiya Nagarik Suraksha Sanhita 2023, Bharatiya Sakshya
Adhiniyam 2023 etc, office rules, and general office procedures,
emphasis has been laid on computer knowledge i.e. MS-Word,
MS-Excel, MS-PowerPoint, MS Access, Internet, handling of GOV
email ID, Kawach configuration, online APAR SPARROW, e-
office, new application software launched and used in Delhi
Police for official work from time to time, etc.

iii) Apart from above, keeping in view the present scenario,
knowledge of video conferencing & virtual meeting tools, cyber
security awareness, advanced communication skills, verbal and
written communication including email etiquette and drafting
formal documents, public relations, managing social media
platforms, navigate through high-pressure situations, manage
conflicts, work effectively in diverse teams, hybrid work
environment, etc. will also be imparted.

iv) The exhaustive training programme on computer application

- should be adhered to for giving theoretical as well as practical

training on computers to ensure quality and efficiency in day-to-
day office work.

v) In outdoor training, syllabus has been designed to put emphasis
upon physical fitness, squad drill with and without arms to
inculcate police discipline, musketry & firing practice and crowd
control as office staff is detailed for law-and-order duties and
should therefore be fully physically and professionally trained to
perform such duties.

A. COMPUTER APPLICATION IN OFFICE WORK:

Delhi Police is in the process of computerization of office working and
aims to become paperless office at the earliest. Thus, all ASIs (Steno),
like all other ranks must be thoroughly trained in handling of
computers to achieve the above-mentioned aim. An exhaustive training
programme on computer application should be adhered to for giving
theoretical as well as practical training on computers to ensure quality
and efficiency in day-to-day office work.
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B. HANDLING OF OFFICE MECHANICAL AIDS/EQUIPMENTS:

ASIs (Steno) need to be adequately trained in operation of various
office mechanical aids and equipment such as Photostat Machines,
Cyclostyling Machines, Dicta phones, Scanners, Fax Machines,
Shredders and Wireless Sets.

STUDY MATERIAL

The Director/Joint Director, Delhi Police Academy will constitute a
committee under the Chairmanship of Deputy Director or an
Assistant Director in order to prepare comprehensive study
material. The same shall be made available in the Delhi Police
Academy Library for the trainees. Digital content, available on
BPR&D, i-Got Karamyogi & Delhi Police website may also be used as
training material.

GUIDANCE AND PROGRESS OF INDIVIDUAL TRAINEES

The indoor & outdoor training shall be supervised by an Assistant
Director, Training, who shall be assisted by Chief Law Instructor
(CLI) for indoor training and Chief Drill Instructor (CDI) for outdoor
training separately. The training will be conducted according to the
prescribed syllabus for which regular weekly time table prepared by
Assistant Director/Indoor under the supervision of Deputy Director,
Delhi Police Academy will be issued after approval of the
Director/Joint Director, Delhi Police Academy.

It will be the responsibility of the Director/Joint Director to ensure
that the indoor faculty is well conversant with their subjects and are
able to teach the trainees ensuring that they imbibe the instructions
and make satisfactory progress. Since a great responsibility rest on
faculty, their selection shall be made by the Director/Joint Director,
who is overall in-charge of the Delhi Police Academy.

The Director/Joint Director, Delhi Police Academy and Assistant
Director, Training will exercise close supervision over the training
activities ensuring that recruits are fully and comprehensively
trained. The Director/Joint Director/Deputy Director, Delhi Police
Academy on the recommendations of the Assistant Directors,
Training will also arrange for officers from other units to be invited
as guest faculty to deliver lecture or give demonstration on topics of
professional interest.



ATTENDANCE AND LEAVES

90% attendance in outdoor/indoor periods is compulsory failing
which he/she will be debarred from appearing in the examination.
Extra classes (up to 15% in exceptional circumstances) will be
conducted for those trainees who could not achieve the benchmark
of 90% attendance and their training will be extended, if required.
The trainee who could not achieve the benchmark even after extra
classes will be re-batched and will be directed to proceed on leave
without pay with the directions to join training from the beginning
with the next scheduled batch. A trainee will be re-batched only
twice; no further opportunity will be given. Attendance of a trainee
will be counted from the date of joining of training. However, those
who join late, their syllabus will be covered by conducting extra
classes.

No leave should be granted during this period and only under
exceptional circumstances, it may be sanctioned with prior approval
of Deputy Director.

DISCIPLINE

During basic training at Delhi Police Academy, the trainees shall be
deemed to be under the administrative control of Director/Joint
Director for all intent and purposes.

EXAMINATION

The progress of the trainee will be assessed through monthly tests.
Joint Director, Delhi Police Academy will carefully scrutinize
performance of trainees in these tests and in cases, where it is
found that any trainee is unable to imbibe the training imparted
and is not likely to become a good officer, he will take suitable
remedial action.

A trainee shall not be allowed to appear in final examination until
and unless he/she has successfully undergone a stipulated period
of training at Delhi Police Academy. At least 90% attendance in
indoor/outdoor period is compulsory failing which he/she will be
debarred from appearing in the final examination. Such trainee will
be re-batched and will join the training from the beginning with the
next scheduled batch.

On completion of their basic training course, the trainees shall be
examined by a Board of Examiners to be constituted by the
Director/Joint Director, Delhi Police Academy on the request of the
Joint Director or Deputy Director, Delhi Police Academy. The Board
shall be chaired by an officer of the rank of Joint Director or Deputy
Director, Delhi Police Academy with Assistant Directors, Delhi Police
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Academy as members. The exact strength of the Board will be
decided keeping in view the total number of examinees. The Board
shall test all the candidates in outdoor, indoor subject and trade
test for the final examination as per practical test mentioned in the
relevant annexures Board of Examiners shall hold written test of the
trainees regarding the Indoor subjects. For indoor examination,
Joint Director, Delhi Police Academy will arrange for the setting of
papers and evaluation thereof. The Board of Examiners will
consolidate the marks and declare the results. Examinees will be
required to obtain at least 45% marks in each subject and 50%
marks in aggregate in order to pass the final examination. The
Board shall further recommend whether any of trainees failing in
the final examination is to be given a further chance, by relegating
him to the next batch or extending the period of his training for a
specified period to be followed by a fresh test. An ASI (Steno) shall
not be passed into the ranks/sent to the Districts/Unit to which he
is allocated for drawal of pay for any purpose whatsoever, unless he
has successfully completed the training and has passed out of Delhi
Police Academy. However, one additional chance will be given to the
failed trainees within next 03 months from passing out of his batch
or with the next batch whichever is earlier. If they do not pass in all
the papers even after availing the additional chance, their services
will be terminated by Joint Director, Delhi Police Academy under
Rule 5 of the Central Civil Services (Temporary Service) Rules, 1965.

HONOUR LIST

The trainees will be eligible for the following awards for obtaining
outstanding merit in various subjects at the occasion of the "Oath
taking Ceremony" by Director/Joint Director, Delhi Police Academy.

1 | All Round Best Commendation Certificate with a Cash
Reward of Rs. 5,000/~

2 | First in Indoor Commendation Certificate with a Cash
Reward of Rs. 3,000/-

3 | First in Qutdoor | Commendation Certificate with a Cash
Reward of Rs. 3,000/-

4 | First in Trade | Commendation Certificate with a Cash
test Reward of Rs. 3,000/-

In case the number of trainees is up to 15, then only 01 prize
mentioned at S. No. 1 will be awarded. If the number of trainees is
above 15, but up to 50, then prize mentioned at S. No. 1, 2 & 3 will
be awarded. If the number of trainees is more than 50, then all the
prizes mentioned above will be awarded. An entry to this effect will
be made in the Service Book of the individual and updated in the
Intra DP record also. ‘
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ATTESTATION PARADE

An attestation-cum-passing out parade, including “Oath taking
ceremony” of the trainees shall be conducted who pass the
examination. Those, who do not qualify in examination, will not be
allowed to participate in the attestation-cum-passing out parade. If
they pass in the 02 additional chances given, they will be
administered oath and allowed to pass out of Delhi Police Academy.
No passing out parade would be held for such individuals.

DUTIES AND RESPONSIBILITIES

On completion of training, an ASI (Steno) is initially appointed with
the Addl. DCP or DCP of the District/Unit, where he/she is assigned
the duties/responsibilities of properly managing the office of the
concerned officer to whom he/she is attached with to meet the
OBJECTIVES.

In addition, an ASI (Steno) also performs law and order duties like
other executive/ministerial staff on the occasion of major
arrangements/events i.e. Republic Day Arrangement, Independence
Day Arrangement, Election Duty, General Gasht, etc. as per the
directions of the senior formation in PHQ and other districts/units.

In due course of service, while attached with the senior officers i.e.
Addl. CP/Joint CP/Spl. CP, CP Delhi where the duties and
responsibilities are somehow different from the Districts/Units, he
has to adopt new responsibilities apart from his basic duties.

Further, a stenographer is supposed to have a good knowledge of
drafting, updating of rules/regulations/procedures/S.Os. etc. so as
to assist the senior officers in preparing notes/letters on the basis of
existing rules and regulations. In addition to the secretarial job, he
has to see the comfort of the senior/supervisory officer too while on
duty as per the post called PA/PS, where personal touch is involved.

CAUTION

While the trainee is wundergoing the basic training course,
Director/Joint Director, Delhi Police Academy shall be the
competent authority for initiating and finalizing disciplinary action
against the trainee. He shall also be the competent authority to pass
an order regarding termination of services of the trainee. In order to
eliminate any unsuitable trainee from the force at the stage of
his/her training itself, any one of the following grounds shall be
sufficient for termination of services -

i. Frequent absence of the trainee from outdoor/indoor
programme leading to a conclusion that he is an inefficient
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trainee and a habitual absentee and is thus not likely 'to
render satisfactory services to the organization in future.

ii. Submission of a false information and fake medical certificate
from any doctor for availing leave or light duty or rest.

iii. A trainee who avails medical rest for a period of exceeding 14
days continuously will have to appear before a medical board
for opinion, if required.

iv. Gross misconduct with Indoor/Outdoor Instructors or with
other trainees/staff.

v. Any mischief or any crime involving her/his moral turpitude
during the training period.

vi. Any information submitted by the trainee which is found to be
false, fabricated or manipulated to gain employment. '

vii. Any other ground which adversely reflects upon his/her
behavior, and the employee being found unsuitable for police
services.

MEDICAL CONDITION/HEALTH STATUS & AGE FACTOR

i. Women trainee, who is pregnant will not be allowed to join the
training. Women trainees, who are incapacitated on account of
pregnancy during training will be re-batched. She will be allowed
to join training from the beginning with the next scheduled
batch within 2 years.

ii. Trainee suffering from serious ailments/diseases or who had
sustained a physical injury resulting in a medical disability
before joining the training/during training, such cases will be
considered for appropriate remedy/facilitation ie.
writer/translator etc. with the approval of Deputy Director, Delhi
Police Academy on the recommendation of the Assistant
Director, Training.

DRESS CODE FOR TRAINING

The dress code for the trainees for PT, drill, parade, indoor classes,
practical training, sports, etc. for summer and winter as well as for
the attestation-cum-passing out parade shall be specified by the
Director/Joint Director, Delhi Police Academy.

INTER-SE-SENIORITY

The inter se seniority of the ASI (Steno) Male/Female shall be fixed
as per the provision of Rule-22 of Delhi Police (Appointment &
Recruitment) Rules, 1980. A gradation list shall be prepared and
maintained by DCP/Recruitment, New Police Lines, Kingsway
Camp, Delhi.
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XIX. REPRESENTATION

No representation with regard to result of any examination will be
entertained after 30 days of the declaration of the result.

XX. RELAXATIONS

The Commissioner of Police, Delhi may relax any conditions laid
down in this Standing Order as per the requirement from time to
time.

XXI. SUPERSESSION CLAUSE

This Standing Order supersedes previous Standing Order No.
HRD/45/2022 issued vide No. 47901-48050/Record Branch/PHQ,
dated 09.06.2022. This Standing Order shall come into force with
immediate effect.

XXII. DISCLAIMER

It is made clear that this Standing Order is exclusively fpf internal
smooth functioning of Delhi Police organization. \

‘—__—“

(SATISH GOLCHHA)
COMMISSIONER OF POLICE:
DELHI.

No. Y5/ -500 /Record Brénch/PHQ dated Delhi, ther (8 j 02 j Qb

Copy forwarded to:-
1. All Special Commissioners of Police, Delhi.
2. All Joint Commissioners of Police, Delhi including Joint Director,

Delhi Police Academy, Delhi/New Delhi.

All Additional Commissioners of Police, Delhi.

OSD to C.P., Delhi.

All Deputy Commissioners of Police, Districts/Units including PHQ,
C.P. Sectt., FRRO and Deputy Director /Delhi Police Academy,
Delhi/New Delhi.

DCP/HQ(IV)/PHQ with the direction to upload the Standing Order
on Intra-DP.

LA to CP and FA to C.P., Delhi.

All ACsP/Insprs./PHQ.

PS/Reader to C.P., Delhi.

HAR/PHQ.

Librarian/PHQ.

o ok

=0 00N
t_‘Oo . .
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ANNEXURE - I

Distribution of Basic Training Days for ASI (Steno)

Sl. No.| Particulars i Duration

1. | Duration of the course 04 Months

2. | Total number of days for indoor/outdoor training at | 122 days
Delhi Police Academy.

e Sundays, 27 Saturdays& GH 25 days
3. | Number of working days available 97 days

e No. of days for monthly test 03 days

e No. of days for Indoor & Outdoor Final Exam 07 days
4. | No. of working days available for training 87 days
5. | Number of Indoor Periods (87x7) 609
6. | Number of Outdoor Period (87x3) 261

e There will be 07 indoor and 03 outdoor periods on every working
day.

e Indoor period will be of 45 minutes duration, while in outdoor, PT
will be of 40 minutes duration and drill will be of 90 periods which
will be of 40 minutes each duration.

e The evening outdoor periods will be of 60 minutes duration.

e However, this schedule is subject to change/modification in case of

an emergency/contingent condition/requirement by the Director,
Delhi Police Academy.

kkkkkkkkkhkkikkhkk
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Annexure ‘A’

SYLLABUS FOR BASIC TRAINING FOR ASI (STENO)

OUTDOOR TRAINING PROGRAMME

No.

Existing Topics

Periods

Marks

Physical fitness stamina building and
strengthening of arms
i. Rope, Push-Ups, Chin-Ups
ii. Shuttle Race, Sit-Ups, Thai Squad, Shuttle
Race, Rope Climbing, Front & Back Roll

75

50

Drill

i. Saluting without Arms & with Arms/Cane
ii. Squad Drill With & Without Arms
iii. Rifle Exercise ‘

65

50

Musketry & Firing

i. Viva/Musketry & Elementary knowledge of
the following:-

e AK.-47

e Glock Pistol

¢ 9 MM Pistol

ii. Firing (Short & Long Range)

Total Marks

50

30

30

60

Crowd Control
i. Crowd Control
ii. Lathi Drill/Cane Drill
iii. Tear Smoke
iv. Control of mob and unlawful assemblies
v. Use of Gas Mask and Protective Equipment.

31

30

Traffic Control
i. Introduction of road signals, signs
ii. Passing traffic : - Left, Right and Straight
iii. Traffic parking on major functions and VIP
Route control

05

05

First Aid/Basic Life Support Awareness/CPR

05

05

Yoga/ Gamé JUAC

30

00

TOTAL

261

200
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Annexure ‘B’

DISTRIBUTION OF SUBJECTS FOR INDOOR TRAINING FOR ASI (Steno)

Papers Subject Periods| Marks

1 General Law and Delhi Police Act A 100 100

I | Major/Minor office rules 100 100
III | Office procedure, Practical work and 100 100

General matters

IV | Computer knowledge and Operation 100 100
\Y% Shorthand (Practical) 105 100
VI | Typing (Practical) 104 100
Total 609 600

14



SYLLABUS FOR BASIC TRAINING FOR ASI (STENO)

PAPER-I
(General Law and Delhi Police Act)

Periods - 100

Time - 3

Hrs.

Marks - 100

SI.
No.

Topic

Periods

Marks

THE BHARATIYA NYAYA SANHITA - 2023

(i) General Structure & need for the Bharatiya
Nyaya Sanhita

(i) Definitions :- Sections 2(3), 2(4), 2(7), 2(8),
2(9), 2(11), 2(13), 2(21), 2(24), 2(28), 2(29),
2(31), 2(36), 2(37), 2(38), 2(39), 3(3), 3(5).

(iii) Private Defence :— Sections 34 to 44

(iv) Offences by or relating to public servants :——‘

Sections 120(1), 121(2), 132, 198, 199, 200,
205, 217, 221, 223, 226, 256, 316(5).

(v) Other important sections :— 48, 62, 63, 64,
65(1 & 2), 66 to 69, 70(1 & 2), 71, 74 to 78, 80,
85, 100, 101, 103, 105, 106, 108, 109, 111 to
113, 114 to 117, 118(1 & 2), 124(1 & 2), 152,
178, 227, 228, 233 to 236, 237, 238, 248, 261
to 265, 281, 303(1 & 2), 304, 305, 309(1 to 4),
309(6), 310(1 to 3), 316(1 & 2), 317(1 & 2),
318(1, 2 & 4), 335, 336(1 to 3), 338, 340 (1 &
2), 351(1 to 3).

25

25

THE BHARATIYA NAGRIK SURAKSHA SANHITA
-2023

(i General Structure & Need for the Bharatiya
Nagrik Suraksha Sanhita.

(ii) Definitions :- Sections 2(1)(c), 2(1)(g), 2(1)(k),
2(1)(), 2(1)(o), 2(1)(r), 2(1)(y) '

(iii) Section :- 6, 14, 15 & 30

(iv) Aids to Magistrate & Police:- Sections 31 &
33 |

(v) Arrests : - Sections 35 to 40, 43, 44, 46, 47,
48, 49, 50, 140, 169 & 170.

(vi) Summons & Warrants etc. :- Sections 63, 64,

25

25
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68, 72, 76, 82, 84, 85, 94, 103, 105 & 106

(vii)Security proceedings :- Section 126, 128,
129, 135 to 137.

(viii) Maintenance of public order and
tranquility :- Sections 148 to 151, 163 & 172.

(ix) FIR and Charge Sheet :- Sections 173, 174,
193, 336, 356 & 398.

(x) Other important sections - 210
(Cognizance), 234 (Charge), 250 (Discharge),
255 (Acquittal), 283 (Summary Trial), 337 (Bar
to retrial), 344 (Tender of pardon), 392
(Judgment), 415 (Appeals), 472 (Mercy
Petition), 473 (Remission of Sentence), 478
(Bail), 514 (Limitations), 528 (Inherent power
of High Court) and 530 (Trial and proceeding
in electronic mode).

(xi) Cognizable & Non-cognizable cases -

Schedule.
(xii) Bailable & non-bailable cases — Schedule.

THE BHARATIYA SAKSHYA ADHINIYAM-2023 15 15
(i) General Structure & Need for the Bharatiya
Sakshya Adhiniyam.
(iij Interpretation clause :- Sections 2 to 9.
(ilij Admissions & Confessions :- Sections 15 to
19, 22(1), 23(1 & 2), 26.
(iv) Expert Opinions :- Sections 39(1 & 2), 40,
41(1 & 2). "
(v Oral/Documentary Evidence :- Sections 54
to 56.
(vi) Burden of proof :- Sections 104, 113 to 116,
117 to 120.
(vii) Examinations :- Section 142.
(viii) Refreshing Memory :- Section 162.
THE DELHI POLICE ACT, 1978. 25 25

(i) General Structure & differences from the old
system.

(ii) Definitions :- Section 2

(iii) Organization, Superintendence and control
of the Police Force :- Sections 3 to 14, 17

(iv) Regulation, control and discipline of the
Delhi Police :- Sections 21 to 25, 27

(v} Police regulations :- Section 28

(vij Externment proceeding :- Sections 46 to 56

16




(vii Duties of Police Officer :- Sections 59, 60
(viii) Person bound to comply with the

(ix)

®)

(xi)

reasonable directions of Police Officers :-
Section 65.

Powers in relation to unclaimed property :-
Sections 66 to 69

Offences and Punishment :- Sections 80 to

97, 100, 102, 103, 110, 111, 112, 115, 116,

119, 121, 126.
Miscellaneous Sections :- 148, 149.

1. Official Secrets Act. 04 04
2. Right to Information Act, 2005. 04 04
3. Prevention of Sexual Harassment (PoSH) 02 02
Act-2013. '
Total 100 100
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PAPER-II
(Major & Minor Office Rules)

Periods - 100

Time - 3
Hrs.
Marks ~ 100
S. EXISTING TOPIC PERIODS MARKS
NO.
1. | FUNDAMENTAL RULES (FR & SR PART-I) 10 10
I) Chapter- I :- Extent of Application - Rule
Nos. 2, 6
II) Chapter - II :- Definitions - Rule Nos. 9 (.1,
.4, .6, .10, .14, .15, .16, .17, .18, .20, .21,
.22, .23, .25, .27, .28, .30, .32)
III) Chapter — III :- General Conditions of
Service - Rule Nos. 12-A, 13, 14-A, 14-B 17
& 18
IV) Chapter - IV :- Pay - Rule Nos. 19, 20, 22
(A)(1)(2)(3(a,b)), 22B, 24, 26, 28, 29, 31-A,
35 to 37 & 39
V) Chapter — V :- Additional Pay - Rule Nos.
44, 45 (a, b, ¢
VI) Chapter - VI :- Combination of
appointment- Rule No. 49
VII) Chapter — VII :- Deputation out of India -
Rule Nos. 50, 51
VIII)Chapter — VIII :- Dismissal, Removal &
Suspension - Rule Nos. 52, 53, 54 (i) (a) &
(b), 55
IX) Chapter — IX :- Retirement - Rule No. 56
(a) G) & (k)
X) Chapter — X :- Joining time - Rule No.
108(a)
2. | SUPPLEMENTARY RULES (FR & SR Part-II) 15 20
I) Chapter-I :- Travelling Allowances
i) Division-I Extent of Application.
a. Rule No. 1
ii) Division-II Definition - SR Rule No. 2(1 to 8)
II) Chapter-II :- Different kind of Travelling
Allowance - SR Rule No. 21, 22, 23, 25 with
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GOTI’s orders 1 to 4, 29, 30(a to ¢} with GOI’s
orders 1, 31, 32, 33, 34, 36, 45, 46, 48(A, C &
D), 49, 50, 51, 53, 53A.

III) Chapter-III :-  Travelling allowance
admissible for different classes of journey -
SR Rule No. 59 to 61A, 67,68, 69, 70 to 72,
108, 109, 114, 116, 116-A, 116-B, 116-C,
123, 124, 130, 132 to 135, 142, 146 to 148,
153, 153-A, 154, 155, 157, 157-A, 160, 164
with GOI’s order no. 3

IV) Chapter-IV :- Traveling Allowance
admissible when means of transport are
supplied without cost to Government
Servant traveling - SR Rule No. 178, 179 to
181, 185

V) Chapter-V :- Traveling Aﬂoﬁance to
persons Who are not in the Civil Service -
SR Rule No.194-A, 195.

GENERAL FINANCIAL RULES

PART-I
Chapter-1:- Introduction.

Chapter-2 :- General System of Financial
Management: (Rule — 07 to 41)

Chapter-3 :- Budget Formulation and
Implementation: (Rule — 42 to 70)

Chapter-4 :- Government Accounts: (Rule - 71 to
129)

Chapter-5 :- Works: (Rule — 130 to 141)

Chapter-6 :- Procurement of Goods and Services:
(Rule — 142 to 206)

Chapter-7 :- Inventory Management : (Rule - 207
to 223)

Chapter-8 :- Contract Management: (Rule — 224
to 225)

Chapter-11 :- Government Guarantees: (Rule -
275 to 283)

Chapter 12 :- Miscellaneous Subjects: (Rule- 284

15

25
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to 299, 306 to 308 & 321 to 324)
Appendix :- 1,9, 10, 11 of GFRs
PART-II

Advances :
e General conditions/Rules of grant of advances.

» Special conditions for grant of advances for
the purchase of computer.

» Special conditions for grant of TA advances in
connection with transfer and official tours.

e Special conditions for grant of advances in
connection with the leave travel concessions.

» Special conditions for grant of advances to the
families of govt. servants.

* Special conditions for grant of advances to
govt. servants for building house etc.

* General condition for grant of GPF Advances.

* General conditions for grant of medical
advances.

PRACTICAL

1. Purchase procedure/tendering process.

2. Procurement of goods on GeM

3. Public Financial Management Systém (PFMS)
4. E-Bhavishya Portal

5. Loans and advances.

Delhi Police (Promotion & Confirmation)
Rules, 1980: - Rules - 4 to 19 & 23

Delhi Police (Punishment & Appeal) Rules,
1980: - Rules - 3, 4, 5, 6, 8, 10, 11, 12, 13, 15,
16, 18, 19, 23, 24, 25, 26, 27, 28, 29, 30 & 31

Delhi Police (General Conditions of Services)
Rules, 1980: - Rules - 7, 8, 10, 11, 12, 13, 15,
16 & 17

Delhi Police (Appointment & Recruitment)
Rules, 1980: - Rules - 3, 4, 5,7, 8, 9, 10, 11, 14,
23, 24 & 25 ,

20

10

CCS(Leave) Rules, 1972 (FR & SR Part-III)
Rules - 7, 11, 12, 17, 19, 22, 23, 24, 25, 29, 30,
31, 32, 43, 50, 51, 52, 53, 54, 55 & 56

10
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CCS (Pension) Rules, 2021
| Rule 5 - Claims to pension or family pension
Rule 6 - Limitations on number of pensions

Rule 7 - Pension and family pension subject to
future good conduct

Rule 8 - Power to withhold or withdraw pension

Rule 9 - Commercial employment after
retirement

Rule 11 - Commencement of qualifying service

Rule 12 - Conditions subject to which service
qualifies.

Rule 19 - Counting of pre-retirement civil service
in the <case of re-employed
Government servants

Rule 20 - Counting of military service rendered
before civil employment

Rule 21 - Counting of periods spent on leave
Rule 23 - Counting of periods of suspension

Rule 25 - Counting of past service on
reinstatement

Rule 26 - Forfeiture of service on resignation
Rule28 -Condonation of interruption in service
Rule 30 - Periodic verification of qualifying service
Rule 31 - Emoluments

Rule 32 - Average Emoluments

Rule 33 - Superannuation pension or service
gratuity

Rule 34 - Retiring pension or service gratuity

Rule 38 - Conditions for payment of pension on
absorption consequent upon convers-
ion of a Government Department into
a Central Autonomous Body

Rule 39 - Invalid pension
Rule 40 - Compulsory retirement pension
Rule 41 - Compassionate allowance

Rule 42 - Retirement on completion of thirty
years' qualifying service.

Rule 43 - Retirement on completion of twenty
years' qualifying service.
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Rule 44 - Amount of Pension

Rule 45 - Retirement Gratuity and Death Gratuity
Rule 46 - Nominations

Rule 50 - Family Pension

Rule 58 - Submission of forms by Government
servant retiring for reasons other than
superannuation.

Rule 60 - Forwarding of pension case to
Accounts Officer - (1) After complying
with the requirement of rules 57, 58
and 59, the Head of Office shall forward
the pension case to the Accounts
Officer and shall also send to the
Accounts Officer.

Rule 61 - Intimation to Accounts Officer
regarding any event having bearing on
pension or any Government dues

Rule 62 - Provisional pension for reasons other
than Departmental or Judicial
proceedings

Rule 63 (5) - Authorisation of pension and
gratuity by the Accounts Officer

Rule 65 - Interest on delayed payment of
gratuity, pension and family pension

Rule 68 - Adjustment and recovery of dues
pertaining to Government
accommodation.

Rule 69 - Adjustment and recovery of dues other
than dues pertaining to Government
accommodation

Rule 71 - Obtaining of claims for family pension
and gratuity

Rule 72 - Verification of service and emoluments
for family pension and gratuity.

7 CCS (Commutation of Pension) Rules, 1981 5
Rules - 5, 9, 13, 14, 25, 26 & 27

8. CCS (Conduct) Rules, 1964 :- Rules - 3, 4, 5, 6, 5
7,8, 10, 11, 12, 13, 13-A, 15, 15-A, 16, 18, 20,
21 & 22

9. |CCS (Delegation of Financial Powers) Rules, 5
1978 :- Rules -6, 8,9, 13, 14 & 16

10. | Punjab Police Rules 10

(ij Chapter IV (Clothing) :- Rules 2, 6 & 15

(ii) Chapter VI (Arms & Ammunition) :- Rules 2
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& 27

(iiiy Chapter X (Accounts) :- Rules - 6, 7, 14,
16, 17, 27, 33, 69, 97 & 117

(iv) Chapter XI (Police Officers) :- Rules - 1, 2,
4,5,9,10, 14,69 & 70

11.

Medical Attendant Rules

Definition of family

Persons eligible under the CGHS
Facilities under CGHS

CGHS contribution & Identity Cards.
Settlement of claims.

Referral system.
Income Tax calculation and Saving LTC Rules

4,5, 6, 11, 12 Sections VII, XI-A,B,C, XII,
X1V, XV, XVI, XVII-A, XVII-B, XVIIIL.

NO AW

Total

100

100
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SYLLABUS FOR BASIC TRAINING FOR ASI (STENO)

PARTICULAR PREFERENCE STANDING ORDER

NOS.

HRD/17/2022 | Guidelines for issue,
maintenance and up-keep of
SOs & Circulars in DP

Welfare/10/22 | Delhi Police Senior Officers Mess

01/21 Fin. & | Allotment of Residential

Perception Accommodation on the charge of

Management the Delhi Police.

L& O 13/22 Absence of officers & Men from
Police stations, Police Post.

HRD/31/2022 | Guidelines concerning leave/
earned leave & all kind of leaves
instructions and procedures for
the grant of the same

Welfare/02/22 | Delhi Police Welfare society

P&L/10/22 Uniform regulation of Delhi
Police

HRD/30/2022 | Guidelines principles for
granting promotion in
subordinate ranks

Vig. & Pub.|Disposal of Complaints/other

TPT/02/21 references

P&L/09/22 Constitution of survey

24

PAPER III
(Office Procedure, Practical Work and General Police Work)
Periods - 100 Time - 3 Hrs.
Marks - 100
S. Topics Periods | Marks
No.
1. Manual of Office Procedure 10 10
Chapter-III, IV, V, VI, VII, VIII, X, XI, XII
2. Office Procedure — PPR - 11.1, 2, 3, 12, 15, 16, 10 10
17, 18, 24, 25, 26, 27, 28, 29, 30, 31, 34, 35, 36,
40, 41, 42, 44, 45, 46, 48, 49, 63, 69, 71
3. Quick disposal of work - avoiding delay 05 05
1. STANDING ORDERS AND INSTRUCTIONS WITH 20 20




committee  for  acceptance/
inventorisation of stores/
articles equipment procured by
DP

Vig. & Pub.|Conducting of Department

TPT/07/21 Enquiries

Finance/04/22 | Hiring of transport vehicles for
use by Delhi Police

P&L/05/22 Procurement of store and
functioning of central stores,
provisioning and logistics Delhi

Vig. & Pub.|For Preparation, Review and

TPT/04/21 Custody of Secret and Agreed

lists of persons of Doubtful
Integrity

HRD 19/2022

Guideline for posting

Vig. & Pub.|The Functioning of
TPT/11/21 Departmental Enquiries Cell
HRD/27/2022 | Procedure for dispatch & Safe
delivery of papers in Delhi
SPUNER/01/ | Trickling the problems faced by
2022 student and other from North-
Eastern States in Delhi.
Office Practical Work 20 20
General Matters. 30 30

1) Handling of Telephone

2) Maintenance of appointment diary

3) Behaviour with public — on duty/off duty

4) Relations with the fellow employees & senior
officers

5) How to act when a neighbour requires your
immediate assistance at odd hours/difficult
time or you find something wrong is going on
in your locality.

6) How to act when someone requires your help
while traveling bus or otherwise

7) How to catch the fleeing criminal etc.

8) Road safety measures

9) Relief/Help to the accident victims

10) Crime prevention measures
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11) Relief/Sympathy to the crime victims
12) Anti-terrorist measures

13) Neighbourhood watch scheme

14) Senior citizen’s scheme

15) Maintenance of communal harmony
16) Protection of scene of crime

17) Confidential, Secret & Top-secret

Handling of Office Mechanical Aids and
Equipments

Photostat Machine
Telephone
Scanner

Fax Machine

Shredder
Wireless Set and Protocol in communication

05

05

Total

100

100
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PAPER-IV
(COMPUTER AND ITS OPERATION)

Periods - 100

Time — 3 Hrs.
Marks - 100

TOPICS

PERIODS MARKS

BASIC OF COMPUTER:

1) Including Hardware and Software

2) How computer works

3) Types of computer

4) Classification of computer

5) Input and Output devices

6) Computer Memory

7) Developments in the Computers (Generations)
8) Advantages of Computers in Delhi Police

Theory-05

05

WINDOWS 8/10:

. Windows 10/11(upto)

. Desktop/Icons/Start

. Windows Explorer

. Installation of different OS.

. Installation of different system application.

. Creating a new folder, Subfolders

. Deleting, renaming, Copying a file and folders

NOYOrh W

Theory-05

Practical-
05

10

MS-WORD:

Loading in computer memory
Creating a document file

Editing text in document

Saving document

Opening document & practical
Formatting documentation & practical
Inserting a picture in document file
Inserting a table in document file

. Print preview

10. Printing a document file

11. Mail merge in MS word

WONoOhLN -

12. Table of content, insert end note, foot note,

citation under reference tab

Theory-10

Practical-
15

25

MS-EXCEL:

Conditional formatting in Home Tab
Sort & Filter

Slicer in Insert tab

Print titles

Consolidate & data validation

. Creating worksheet in excel

Noakowbd=

Theory-10

Practical-
15

15

. Entering date into a worksheet
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8. Saving a worksheet
9. Printing a worksheet

MS-POWERPOINT: Theory-05 | 15
1. Creating a new slide Practical-
2. Add new slide and editing in slide 10
3. Save a slide and show a slide
4. 3D models, shape editing & smart art in insert

tab
5. Design & format background
6. Transition & animations
7. Slide master
MS-ACCESS Theory-05| 10
1. Creating a database
2. Crfaa‘mng a table & Form Practical-
3. Joining of table 05
4. Report & query
INTERNET AND ACCESSING INTERNET SITES: | Theory + 10
1. Create E-mail account Practical-
2. Searching on internet 10
3. Delhi Police Apps & Website, Cyber Awareness,

IP Address, Networking, i-Got Karamyogi, e-

Office, e-HRMS, Parichay, Intra-DP & e-USTAD

etc.
4. All Computer related software /web

applications etc. used by Delhi Police.
CCTNS, ICJS & TYPING HINDI & ENGLISH (Theory + | 10
BASIC OF CCTNS & ICMS Practical) -

15
COMPUTER ASSESSMENT PRACTICAL 15
TOTAL 130 100
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SYLLABUS FOR BASIC TRAINING FOR ASI (STENO)

PAPER-V
(PRACTICAL TRAINING IN SHORTHAND)
Periods - 105 Time - 01 hour per session
Marks — 100 (final average be calculated)

1. The practical training in shorthand shall be spread over 100

periods.

2. A running speed of dictation would be 80 wpm for 10 minutes after
which it has to be transcribed within 50 min. including reading

time. .

3. 7 % mistakes will be allowed in transcription after which marks will

be deducted for each mistake.

4. Mistakes are errors for omissions, wrong words, spelling mistakes

or grammatical errors.
- Full Mistakes : omission of a word, substitution of a wrong word,.

- Half Mistakes : wrong spelling/transposition of letters in a
word/omission of a letter/s from a word, using singular or plural

nouns/vice versa, use of small letters at beginning of a sentence.
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PAPER-VI
(PRACTICAL TRAINING IN TYPING)

Periods - 104 Time - 45 min. per session (02 speed tests)

Marks — 100 (final average be calculated)

The speed at 30 wpm will be calculated based on characters, not words.

Word Definition: 1 Standard Word = 5 Characters (including spaces).

Total Key Depressions: To achieve 30 WPM in 10 minutes, type 300
words x 5 characters = 1500 key depressions (approx) in 10 minutes.

Gross Speed: Total Characters Typed/5/Minutes.
Net Speed (Final WPM): (Total Correct Words-Penalties)/Time.

Accuracy and Error Calculation — 5% margin of error is allowed, every
error beyond that reduces net speed significantly.

Full Mistake: Incorrect spelling, missing words, substituted words, or
improper capitalization.

Half Mistake: Spacing errors, punctuation errors, or transposition
(reversing words).

Penalty: For every full mistake, a penalty of 10 words is typically
deducted from the total words typed.

Example Calculation (10-Minute Test):

1.

@

Total Words Typed: 350

2. Errors Made: 10
3.
4

. Penalized Errors: In this case, 10 errors are within the 5% margin, so

Allowed Errors (5%): 5% of 350 = 17.5 (Usually rounded down to 17)

no deduction may apply.
Formula: If errors exceed 5%, penalties are applied.
Accuracy Formula: (Net Words/Gross Words) x 100
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