STANDING ORDER NO. Crime/19/2022

REGISTRATION OF DOMESTIC HELP IL.E. PRIVATE
EMPLOYEES/PLUMBERS/CHOWKIDARS /SECURITY GUARD/
CASUAL WORKERS/DRIVER/PART TIME WORKERS ETC.

I. INTRODUCTION

A large number of immigrant Domestic Helps and floating
labourers, chowkidars, plumbers, electricians and other casual
labourers come to Delhi/New Delhi in search of employment. Some of
them are of dubious character and have previous involvement in crime.
The employers in many cases have no idea about their background.
Some Domestic Helps have been found responsible for heinous crimes
like murders, robberies etc. In spite of our advising the public through
the press, T.V., Cinema slides, hand-bills and through personal contact,
instances continue to be reported where complete strangers were
accepted as domestic/private Domestic Helps such as chowkidars,
plumbers, electricians, Security Guard, drivers, part time workers and
casual workers who have later decamped with cash and valuables. The
employers could not even produce their photographs and addresses. At
times, people employ them without any recommendation and knowing
nothing about them.

If we look at crime figures, Domestic Helps in Delhi have been
found involved in 2 cases each of murder/attempt to murder in 2017 &
2018, 3 cases in 2019 and 1 case each in 2020 & 2021. Similarly,
Domestic Helps were involved in 2 cases of dacoity/robbery in 2017, 4
cases in 2018, 1 case each in 2019 & 2020 and 2 cases in 2021. As far
as registration of Domestic Help theft cases is concerned there were 407
registrations in 2019, 884 registrations in 2020 & 1417 registrations in
2021. As is clearly evident from these statistics, a perceptible check has
been noticed in the incidence of crime committed by Domestic Helps and
increase in the registration of Domestic Help forms. This check can be
attributed to public cooperation in getting their Domestic Helps
registered with the police and sincere efforts by respective Police Stations
in getting the particulars of such Domestic Helps verified. This Standing
Order seeks to put in place a streamlined system of registration of
Domestic Helps, private employees and chowkidars etc. employed by
" individuals, Resident Welfare Associations, Market Associations etc.
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1I. NEED FOR CONSTANT LIAISON

It will be important for all field functionaries such as SHOs,
Division Officers and Beat Staff to keep in mind that an unregistered
domestic help can pose a safety - and security risk to the
employer/house-owner. Division and Beat Staff should, therefore,
maintain constant liaison with employers who, despite police request,
may not want to have their domestic help registered with the police, and
sensitize them about the advantages of doing so. This process should be
attached added importance in the case of senior citizens staying alone.

III. REGISTRATION AND VERIFICATION OF DOMESTIC HELP

a) Manual Registration

1. For the convenience of employers, Domestic Help registration
forms as shown in Annexure-A have been made available on Delhi
Police website www.delhipolice.nic.in and copies of the same are
available in all Police Stations. Employers may deposit the duly
filled up form in respect of their employees in their area Police
Station and gets a receipt for the same.

b) Regisfration in Crime and Criminal Tracking Network &
Systems (CCTNS)

1. CCTNS Application has been operational in all police stations since
01.07.2015.

2. Domestic Help Registration module has been provided in CCTNS
application where the Police Station staff shall enter the physically
received form in CCTNS.

3. Online Citizen Service has also been made available to the Citizens
on the official Delhi Police website www.delhipolice.nic.in. The
Citizens may register themselves on the Website and submit online
Domestic Help Registration form in the desired police station.

c) Registration in E-Beat Book Application

1. Beat Officers have been provided with the E-Beat Book application
in the mobile handsets. This application also contains the
Domestic Help Registration module. The Beat Officers may also
visit the employers’ residence and facilitate him/her to fill in the
online form on the E-Beat Book application.



d) Verification Process

1.

1.

The following procedure shall be followed for registration of the
particulars of the Domestic Help, private employee, plumbers,
chowkidars etc.:-

A receipt for every completed form received physically in the Police
Station should be given to the employer.

For the Domestic Help Registration forms, following process shall
be ensured:

a. Forms received physical in the police station shall be entered
in the CCTNS application by the police station.

b. An SMS shall be sent to the employer regarding registration of
the form.

c. Forms entered in CCTNS or received online through Citizen
portal may be assigned to the concerned Beat Officer for
verification if the address is of same police station.

d. If the address is of other police station, then the same shall be
sent to the concerned SHO through the E-Beat Book
Application.

e. For all the forms received from CCTNS in E-Beat Book or
entered directly in E-Beat Book Application by the Beat officer
or received in E-Beat Book from. CCTNS application, SHO
shall assign the task of verification to the concerned Beat
Officer through CCTNS or E-Beat Book Application.

f. The concerned Beat Officer shall verify and enter the
verification report in CCTNS or E-Beat Book Application as
the case may be.

g. The verification status entered by the Beat Officer in E-Beat
Book Application shall be forwarded to CCTNS through API
for consumption and updating of record.

h. Verification of employees who are residents of Delhi shall be
done by the concerned Police Station in a time bound
manner.



To verify the address of the individual, the electorate list of
the concerned State should also be checked from the
concerned State/Election Commission Website.

Beat Officer shall make preliminary enquiry regarding the
ownership of documents submitted by the employee through
various available sources.

e) Out Station Verifications

1.

All out-station Domestic Help Registration Forms should be
sent to the concerned S.P. on his e-mail automatically
through the E-Beat Book Application.

Beat Officer shall also make preliminary enquiry regarding
the ownership of documents submitted by the employee
through various available sources.

To verify the address of the individual, the electorate list of
the concerned State should also be checked from the
concerned State/Election Commission Website.

On receipt of verification report from outside Delhi, the
concerned SHO shall ensure the entry of the verification
report in CCTNS or E-Beat Book Application as the case may
be.

IV. CENTRALIZED DATA BASE

All Districts shall ensure that details of Domestic Help registration
form shall be updated in CCTNS Application and no form shall kept
pending for verification. The digital database shall maintained in CCTNS
and the record shall not be ever deleted. However, the data may be
archived after 5 years in such a way that it is retrievable by the
authorized person.

V. ONLINE VIEWING OF STATUS OF REGISTRATION AND

VERIFICATION

The online status of following events shall be made available to the
Employer/Employee from CCTNS database:-

Pl

Registration of Domestic Help form
Transfer of form

Assignment of Enquiry Officer
Final action:



i.  Address verified and no criminal record found
ii.  Address verified and criminal record found
fii. Address not verified but criminal record found
iv. Address not verified

The Employer shall also be informed through automated SMS
service on the above events.

Vi. DOMESTIC HELP REGISTER AND UPDATING OF RECORD IN
REGISTER

1. All SHOs shall print the digital copy of the Domestic Help
Registration Register from CCTNS on monthly basis for
record purpose. :

2. On receipt of result of verification, an entry shall be made
in the appropriate column of the domestic help registration
register.

VII. CHECKING OF REGISTER

The above register shall be checked every fortnight by the SHO and
every month by the ACP concerned. They shall record their remarks
clearly for the guidance of their subordinate officers. SHOs shall send a
fortnightly statement to their respective Addl. CsP/DCsP through ACsP,
who in turn, after consolidating the reports, shall send the same with
their observations to the Jt.C.P. concerned for his perusal. A fortnightly
statement shall also be prepared from CCTNS application giving the
following information and shall be sent to DCP/Crime (CRO}, Delhi:-

a) No. of domestic help registration forms received.

. b) No. of domestic help registration forms verified.
1. Local
2. Outside

¢} No. of domestic help registration forms received as unverified.
1. Local
2. Outside

d} No. of domestic help registration forms pending
1. Local
2. OQOutside



VIII. INFORMATION TO THE EMPLOYER

The employers shall also be informed of the result of the

verification of the Domestic Help under proper receipt as per
Annexure-B.

IX. SUPERSESSION CLAUSE
This Standing Order supersedes the previous Standing Order

N0.29/2010 issued vide No.15851-16000/Record Branch/PHQ dated
09.11.2010.

X. DISCLAIMER

It is made clear that this Standing Order is exclusively for
internal smooth functioning of Police Department.

(RAKESH ASTHANA)

CCMMISSIONER OF POLICE:
DELHI.

: 2’ ' 3& ’2—3/
No. | 54-C1- |D&60 /Record Branch/PHQ dated Delhi, the 21| 2.0

Copy forwarded to:-

i. All Special Commissioners of Police, Delhi.

2. All Joint Commissioners of Police, Delhi including Jt. 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.
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SRR No.
(To be filled in by the police)

1.

ANNEXURE- A

DOMESTIC HELP/EMPLOYEE REGISTRATION FORM

PART 1

SL. No. ____ POLICE STATION DISTRICT
DETAILS OF DOMESTIC HELP/EMPLOYEE

Name of the domestic help /Employee (with alias, if any)

Fathers Name

Mothers Name

Place & Date of Birth

Languége spoken

Permanent Address Vill.

PO P.S District

State Country Tel.

Details of identification proof like Ration Card/Driving

10.

Licence/1.Card, if any

Name & Address of the Sarpanch

Local Address

Employed at the present address since




14.

15.

Name & address of previous employers in Delhi with period of

employment.

Name Address Tel No.
Name Address Tel No.
Name Address Tel No.

DESCRIPTION OF EMPLOYEE

Height (ii) Build (iii} Eyes
Hair ] _ (v Complexion {vi}
Marks

Other identification Marks

Tattoo

Deformity or peculiarity if any

Pet words of speech

Handwriting specimen

Signature of the employee/ domestic help

Name & Local Address of Relatives & Friends in Delhi

INTRODUCED BY:-

Name, Address & Telephone No.

DETAILS OF EMPLOYER

Name, Address & Telephone No.

Signature of the Employer

FOR POLICE USE ONLY



PART 1I-A

FINGER PRINT IMPRESSION OF EMPLOYEE/DOMESTIC HELP
{Voluntarily given to the employer)
{(To be filled up by Employer only)

1. Full name with aliases
2. Fathers or husbands Name
3. Address

4. Police Station Sl. No.

FINGER PRINT IMPRESSION OF DOMESTIC HELP/EMPLOYEE
RIGHT HAND
Right Thumb Right Index Right Middle Right Ring Right Little

LEFT HAND
Left Little Left Ring  Left Middle Left Index Left Thumb

Signature of employee
Signature of employer



PARTII B

RIGHT HAND IMPRESSION OF THE DOMESTIC HELP/EMPLOYEE
Plain prints of four fingers & thumbs taken simultaneously

(Given voluntarily by the employee and recorded by the employer)

Signature of empioyée
Signature of employer
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PART II C

LEFT HAND IMPRESSION OF THE DOMESTIC HELP/EMPLOYEE
Plain prints of four fingers & thumbs taken simultaneously

(Given voluntarily by the employee and recorded by the employer)

Signature of employee

Signature of employer
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PART III

1. Form Prepared by

Name : : Rank

Range No. PIS No.

Police Station District

2. Result of verification from CRO

3. Result of verification from Finger Print Bureau

4. Result of verification from previous employers

(1}

(i}

(iii)

5. Result of verification from the concerned Police Station
{of Delhi to be done local PS)

6. Details of verification form sent to DCP office for enquiry from SHO
Home Town
PS District State
Dispatch No. Date - S.H.O

7. Result of verification from home town /Date & details of

verification received from home town

————— RS S SRS * SO * SN * S SN N S -
ACKNOWLEGEMENT

Received Domestic Help/Employee registration form from
Sh./Smt. in favour of Sh./Smt.
on

Signature of Duty officer
PS
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(i)

ANEXURE- B

DOMESTIC HELP REGISTRATION REGISTER

S1. No.

PHOTO

Name & Address of employee

Name, address & telephone no. of employer
Description of employee

Height

Eyes

Hair

Complexion

Physical Build

Identification mark

Infroduced by whom {Name, address & telephone numbers)
Details of Relatives & Friends in Delhi if any
Details of identity proof himself or family members
Name and address of previous employer, if any

(i1)

(i)

14.
15.
16.
17.
18.
19.
20.
21.
22.
23.

Name of State/District where form sent for verification
Verification result of local enquiry by Police Station staff
Dispatch detail/Date of sending for out station verification
Date of reply received

Address verified or not

Verification detail

Details of criminal record, if any

Photograph

Finger Print taken or not

Remarks, if any

Photograph of Domestic Help/Employee requested for registration

Name
Address of Domestic Help/Employee
Address of Employer

Tel. No.
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