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Chapter - 1 

ORGANIZATION AND ADMINISTRATION 

1.1 Constitution 

The A&N Islands comprises of 836 islands and Islets/rocks, of which only 38   
islands are inhabited and 798 are uninhabited. The archipelago spreads over 
an area of 8249 Sq. Km. The total coastline of these islands is 1962 Kms, 
which is about 1/4th of the total coastline of our country. The Andaman and 
Nicobar archipelago is located at a distance of 1200 Km away from the 
mainland India. It is spatially closer to Myanmar, Thailand and Indonesia. The 
Landfall Island is the northernmost island of the North Andaman, which is 40 
Km from Coco Island of Myanmar. The Great Nicobar Island is the 
southernmost island of Nicobar district, which is about 150 Km from Sumatra 
Island of Indonesia. 

The geographical location of the islands confers a vast area of territorial 
waters and Exclusive Economic Zone (EEZ) which is nearly 30% of the India’s 
total EEZ. These Islands have coral reefs on the eastern side and barrier reef 
on the western side endowed with rich marine wealth. The large maritime 
area, provides rich potential for marine resources including crocodiles, sea 
cucumbers, seashells. The islands are located in a region identified as 
seismic zone-V which corresponds to the highest level of seismic activity 
resulting in earthquakes, Tsunamis, cyclones and landslides but these islands 
are also huge attraction for foreign fishing vessels and poachers from 
neighbouring South-East Asian countries. The creeks and natural hideouts of 
thick forest offer ideal conditions for poachers. 

The Andaman & Nicobar Police was originally raised as SEA BUNDRY 
CORPS in 1858 for protection of penal settlements in the Andaman. It was 
reconstituted in 1867 with a strength of 02 Inspectors, 03 Head Constables, 
12 Sergeants and 285 Constables. The Police Act (V of 1861) was extended 
to the Andaman and Nicobar Islands by the Government of India vide 
Notification No. 377 of 24th August 1875. In terms of the provisions of Section 
2 and Section 3 of the said Act, the Andaman and Nicobar Police has been 
established in the Union Territory of Andaman and Nicobar Islands and shall 
be constituted in such manner as prescribed from time to time by the Ministry 
of Home Affairs and Administration of the Union Territory of Andaman and 
Nicobar Islands. 
 

1.2   Territory of A&N Police 

The Andaman & Nicobar Islands comprises of 03 districts, which are again 
divided into 07 sub-divisions, supervising 23 Police stations, 23 outposts, 07 
Look Out Posts and 12 Jarawa Protection Posts. 

The territory of A&N Police is divided broadly under three different districts 
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namely  

1. South Andaman District 
2. North & Middle Andaman District & 
3. Nicobar District 

The administration of these districts vests with Superintendents of Police. 

 
1.3 Superintendence of Andaman and Nicobar Police and its administration 

The Andaman and Nicobar Police service of the Union Territory of Andaman 
and Nicobar Islands will be under the general control of the Director General 
of Police appointed by the Govt. of India, Ministry of Home Affairs. The Police 
service shall work under the overall direction and supervision of the Director 
General of Police and he shall exercise powers and perform such functions 
and duties, as provided by the Police Act 1861. The Director General of 
Police, A&N Islands shall be assisted by Additional Director Generals of 
Police, Inspector Generals of Police, Deputy Inspector Generals of Police and 
Superintendents of Police who are transferred and posted to this territory by 
the order of the Government of India, Ministry of Home Affairs. 
Notwithstanding anything contained in this manual, the Director General of 
Police reserves the right to alter/modify/add or delete any provision of this 
manual as per requirements. 

The scope of this Manual shall extend to all personnel of Andaman& Nicobar 
Islands Police as well as to the personnel of Police Communication, Fire 
Services and to the personnel of IRBn, except those provisions which are 
related to raising of IRBn and other special provisions issued by MHA from 
time to time in respect of IRBn. 

 
1.4 Hierarchy of A&N Police 

The rank and hierarchical structure of the Andaman and Nicobar Police shall 
be the following: - 

1. Director General of Police. 

2. Addl. Director General of Police/Inspector General of Police. 

3. Deputy Inspector General of Police. 

4. Superintendent of Police. 

5. Deputy Superintendent of Police. 

6. Inspector of Police. 

7. Sub-Inspector of Police. 

8. Assistant Sub-Inspector of Police. 

9. Head Constable. 

10. Police Constable. 

11. Follower Constable. 
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1.5 Andaman and Nicobar Police Formations 

The structural formation of Andaman and Nicobar Police is following: 

1. Police Headquarters 

2. Police Districts 

3. Police Sub-division 

4. Police Stations 

5. Police Outposts, Look Out Posts, Jarawa Protection Posts. 

6. Allied units like Police Training School, Crime Investigation Department, 
Communication etc. 

 
1.5.1 Allied units headed by Superintendents of Police that assist A&N 

Police are as follows: 

i) Police Training School 

This unit shall carry out training of recruits and promotees. This 
unit also conducts refresher courses for empowerment of Police 
officers regularly by inviting faculties from within the organization 
and other experts from outside the organization. 
 

ii) Crime Investigation Department (CID) 

Following are the functions of CID unit: - 

a. Collection, collation and dissemination of criminal intelligence, 
statistics and data.  

b. Investigation of important cases having inter-state 
ramifications and coordination with CBI and other sister 
agencies.  

c. Investigation of specialized cases relating to economic 
offences, counterfeit currency, terrorism, narcotics, smuggling, 
etc. and cases relating to custodial deaths.  

d. Investigation of sensational/heinous offences and other cases, 
as assigned by the Union Territory of Andaman and Nicobar 
Administration and Senior officers of the Andaman and 
Nicobar Police Department.  

e. Criminal Intelligence gazettes.  

f. Handling matters related to crisis management.  

 
iii) Security Cell 

The Security cell aims to provide high standard security to the 
respectable dignitaries of these islands and various VIPs and 
VVIPs visiting to this Union Territory of A&N Islands. The unit also 
conducts searching and frisking of passengers at helipad, anti-
sabotage check and access control with security gadgets during 
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the visit of VVIPs and other important functions. A bomb detection 
and disposal squad is also attached with this unit. 
 

iv) Communication 

This unit is responsible for establishing and ensuring secure and 
smooth communication with all the constituents of Police and 
others, even at times of emergency like natural disasters, law and 
order crisis management and even during elections in remote 
areas. 
 

v) Traffic 

This unit regulates the traffic in the UT by ensuring regular 
education, engineering and enforcement on motor vehicles plying 
on road.  
 

vi) Police Motor Transport 

The Police Motor Transport looks after plying and maintaining the 
fleet of motor vehicles for the use of the Police in the performance 
of their duties. 
 

vii) Armed/Special Armed Police 

This unit serves by guarding the Look Out Posts, provides for 
DGP’s reserve and static guards. 
 

viii) Vigilance Cell 

This cell is responsible for enquiry on allegations made on serving 
Police officers. 
 

ix) Immigration & Foreigner Registration Office 

This unit deals with Immigration of foreign tourists, their 
registration and checking of valid documents. It also deals with 
clearance of foreign vessels entering into the Indian territory. 
 

x) Police Marine Force 

Total 21 coastal Police stations are operational in UT of A&N 
Islands. PMF ensures that no illegal immigrants and 
poachers/criminals enter the country through the sea route.  

xi) Fire Service 

This unit takes care of any fire accidents and is equipped to deal 
with disaster management as well. It also focusses on fire hazard 
mitigation and training of general public, businesses in fire safety 
matters. 
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xii) Disaster Management Cell 

Andaman and Nicobar Islands are one of the Multi hazard prone 
areas of India. Coastal areas are particularly prone to hydro- 
meteorological disasters such as Tsunamis, cyclones, storm 
surges. This is also one of the most seismically active parts of the 
world and is classified under Seismic Zone-V. 

The Disaster Management cell is headed by SP (Comm.) as 
Nodal Officer, Disaster Management and Dy.SP(DM) as Assistant 
Nodal Officer respectively. The main functions of this cell are to 
monitor Disaster Preparedness and operation at ground level i.e 
Rescue, Relief, Evacuation, First Aid, Fire Fighting etc in the wake 
of a disaster and to provide training to all the members of Police 
personnel including Fire Service, Police Radio, IRBn, Home 
Guards etc., as well as to other departments like Forest, APWD, 
NGO’s etc. 

 
xiii) India Reserve Battalion (IRBn) 

IRBn has been raised by Central Government to meet short term 
requirements during elections, festivals and other natural and 
manmade disasters. This force is available for providing 
reinforcement to district Police and other agencies besides 
carrying out regular training.  

************ 
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Chapter - 02 

APPOINTMENT 

2.1 Appointment of Gazetted officers: 

Appointments to the posts of Group- ‘A’ and ‘B’ (Gazetted) are made by the 
Government of India. 

 
2.2 Appointment of Upper & Lower Subordinates: - 

a) Appointments to the ranks in Group ‘B’ (Non-Gazetted) posts are made 
by the Director General of Police and the appointment to the rank of 
Group ‘C’ posts are made by the Superintendent of Police, in accordance 
with the Recruitment Rules (RR) and Standing Orders framed from time 
to time and approved by the UT Administration. 

b) Candidates for the direct appointment to the ranks of Group – B (NG) & 
Group – C shall conform to the physical and other general requirements 
laid down in rule 2.4 and shall possess educational and fulfill other 
general requirements laid down in the Recruitment Rules/Standing 
Orders/guidelines. 

 
2.3 Physical and other requirements for enlistment:- 

A Candidate for enlistment in the Police service in any rank shall be an Indian 
Citizen of good character and antecedents. Any persons ‘dismissed’ from 
Government employment is prohibited. 

Physical Standards & Medical Standards: Further, the candidate will be 
required to meet the physical standards and medical standards as prescribed 
in the prevailing Recruitment rules notified in the Gazette issued by the A&N 
Administration and Standing Orders from time to time. 

 
2.4 Due care shall be taken to ensure that the age of every Police officer is 

correctly ascertained and recorded at the time of his enrolment.  

 
2.5 Appointment by deputation 

The appointment by deputation will be made in accordance with the 
recruitment rules. 

 
2.6 Appointment to Ministerial Cadre 

The appointment to Ministerial Cadre will be done as per the recruitment rules 
for the direct appointment in the rank of Head Constable. A candidate 
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applying to this post will be required to separately qualify the physical 
standards and proficiency test for selection into this cadre. 

 
2.7 Method of recruiting 

Recruits may be enlisted through open competition by advertising vacancies 
in the Print Media as well as Police website. 

All enlistments in the force shall be subject to verification of character and 
antecedents of the candidate through the Police of home district of the 
candidate. 

 
 
2.8 Appointment Letter 

A letter of appointment under section 8 of the Police Act shall be issued to 
each member of the force on enrolment.  The appointment letter shall be 
surrendered on the suspension of the holder or on his dismissal or discharge 
from the force.  An appointment letter issued as above will become null and 
void, whenever the person named in it, ceases to belong to the Police force.  
A member of the force losing his appointment letter shall at once report the 
fact to the Superintendent of Police who will then issue a duplicate. 
Appointment letter to lower subordinates shall be issued by the 
Superintendent of Police and to upper subordinates by the Director General of 
Police or by the Superintendent of Police under the authority of the Director 
General.   

 
2.9 Verification of character, preparation of character roll and  service book. 

Soon after enlistment, but subject to verification of character, a Character 
Roll/Service Book in the prescribed form shall be prepared for each recruit in 
his presence. The gazetted officer before signing the roll, shall satisfy himself 
that the recruit understands the purport of the agreement and that the recruit 
is satisfied that his age has been correctly recorded.  As soon as possible 
after the completion of basic training, every recruits shall make and subscribe 
in the corresponding form the oath of loyalty and allegiance which shall also 
be administered at a formal ceremony held during passing out parade. 

 
2.10 Every enrolled Police Officer will be on probation for a period of two years 

from the date of appointment. The period of probation includes the period of 
training of a recruit in the Police Training School or the period of training of an 
officer in the Police training College in the mainland. 
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2.11 Every person promoted to a higher rank from any group “C” posts to any 
group “B” posts shall be on probation for a period of two years from the date 
of such promotion. 

 
2.12 If the post to which a person is appointed either directly or by promotion is a 

temporary post, he shall be appointed to that post on officiating basis and the 
period of successful officiating in that post shall be counted as probation 
period for the purpose of rule 2.10. 

 
2.13 Any enrolled Police officer appointed or promoted may within the period of 

such probation, be discharged or reverted to his substantive rank as the case 
may be without formal departmental proceedings, if he fails to maintain an 
exemplary standard of conduct and efficiency or if he fails to pass the tests or 
examinations as may be prescribed for each category or post by the 
appointing authority or a higher authority. 

 
2.14 If, at the conclusion of the period of probation, the authority empowered to 

make the appointment or promotion, as the case may be, considers that the 
standard of work by the Police officer concerned has been such as to justify 
neither discharge or reversion nor confirmation, or for any other reason 
considers that an equitable decision cannot immediately be made, that 
authority may, for reasons to be recorded in writing and formally 
communicated to the Police officer concerned extend the probationary period 
for not more than one year. 

 
2.15 The decision on whether an employee should be confirmed or his probation 

extended should be taken soon after the expiry of the initial probationary 
period, that is, ordinarily within six to eight weeks and communicated to the 
employee together with the reasons in case of extension.  A probationary who 
is not making satisfactory progress or who shows himself to be unfit for the 
service in any way should be informed of his shortcomings well before the 
expiry of the original probationary period so that he can make special efforts 
on self-improvement. 

 
2.16 Concentration of attention on the probationer’s ability to pass the probationary 

or the departmental examination tends to obscure the wider object of 
probation.  In judging the fitness for confirmation of employees selected on 
the result of a rigorous written examination, passing the probationary of a 
departmental examination should be an essential, but not the most important 
part of the qualification for confirmation. There should be a very careful 
assessment of the outlook, character and aptitude for the kind of work that 
has to be done in the service before a probationary is confirmed, and only 
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those who possess qualities of mind and character needed in the particular 
service and the constructive outlook and human sympathy acceded in the 
public service generally should be confirmed.  A probationary should be given 
an opportunity to work under more than one officer during the period of his 
probation and reports on his work obtained from each one of those officers. 
The reports for the whole period may then be considered by the 
Superintendent of Police for determining whether the probationary concerned 
is fit to be confirmed in service. 

 
2.17 (I) Seniority: - 

Seniority of a direct recruit to be determined by the order of merit indicated at 
the time of initial appointment. Where promotions are made on the basis of 
Non-Selection seniority-cum fitness, subject to the rejection of the unfit, the 
seniority of persons considered fit for promotion at the same time shall be the 
same as the relative seniority in the lower grade from which they are 
promoted. Where, however, a person is considered unfit for promotion and is 
superseeded by a junior, such person shall not, if he is subsequently found 
suitable and promoted, take seniority in the higher grade over the junior 
persons who had superseded him.  

 

(II) Seniority of Absorbees 

(a) The relative seniority of persons appointed by absorption from a 
Central Service from the Subordinate Officer of the Central 
Government or other departments of the Central or of a State 
Government shall be determined in accordance with the order of their 
selection for such absorption. 

(b) Where such absorbees effected against specific quotas prescribed in 
the Recruitment Rules, the relative seniority of such absorbees vis- a-
vis direct recruits or promotes subject to the provision of para 2.18(III) 
below shall be determined according to the rotation of vacancies 
which shall be based on the quotas reserve for absorption, direct 
recruitment and promotions respectively in the Recruitment Rule.  

(c) The principle laid down in para 2.18(II)(a) above will not present in any 
difficulty where recruitment by absorption is made singly and at 
intervals but it will be found wanting in case where two or more 
persons are selected from different sources on the same occasion and 
the selection spread over a number of days. It will, therefore, be 
necessary for the authorities responsible for approving appointments 
by absorption to indicate the inter se order of merit of the selected 
persons in such cases. 

Where a person is appointed by absorption in accordance with the 
provisions in the recruitment rules providing for such absorption in the 
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event of non-availability of suitable candidate by direct recruitment or 
promotion, such absorbee shall be grouped with direct recruits or 
promotees, as the case may be. He shall be ranked below all direct 
recruits or promotees, as the case may be, selected on the same 
occasion. 

 

(III) Seniority of persons absorbed after being on deputation 

(a) In the case of a person who is initially taken on deputation and 
absorbed later (i.e, where the relevant Recruitment Rules provide for 
“deputation/ absorption”), his seniority in the grade in which he is 
absorbed will normally be counted from the date of absorption. 

(b) If he has, however, been holding already(on the date of absorption) 
the same equivalent grade on regular basis in his parent department, 
such regular service in the grade shall also be taken into account in 
fixing his seniority, subject to the condition that he will be given 
seniority from- 

- The date he has been holding the post on deputation. 

(or) 

- The date from which he has been appointed on a regular basis to 
the same or equivalent grade in his parent department, whichever is 
earlier- 

(c) The fixation of seniority of absorbee in accordance with the above 
principle will not, however, effect any regular promotion to the next 
higher grade made prior to the date of such absorption. In other 
words, it will be operative only in filing up of vacancies in higher grade 
taking place after such absorption. 

(d) In cases in which absorbees are not strictly in public interest, the 
transferred officers will be placed below all officers appointed regularly 
to the grade on the date of absorption. 

(e) It is also clarified that purpose of determining the equivalent grade in 
the parent department, the criteria contained in DoPT Office 
Memorandum No.14017/27/75-Estt.(D), dated the 7th March 1984 & 
other subsequent issued by DoPT, which lays down the criteria for 
determining analogous posts, may be followed. 

 
2.18 The appointing authority, may at the time of passing an order appoint two or 

more persons simultaneously to a rank or grade, fix the order of precedence 
among them in accordance with the principles laid down below; and, where 
such order has been fixed, seniority shall be determined in accordance with it. 

The following principles will be observed in determining seniority or officers of 
the same rank or grade. 
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a) Officers who are officiating or on probation in any rank or grade take 
seniority below officers confirmed in that rank and among themselves 
in accordance with the date of appointment to that rank or grade. 

b) If the date of appointment is the same, an officer on a higher rate of 
pay shall take seniority over an officer on a lower rate in the same 
scale. 

c) If the rate of pay is also the same, seniority will be determined in 
accordance with the length of service. 

d) If the length of service is also the same, seniority will be determined in 
accordance with age. 

 
2.19 The transfer of a person from one class or category of the service to another 

class or category carrying the same pay or scale of pay shall not be treated as 
first appointment to the latter for the purpose of seniority and the seniority of a 
person so transferred shall be determined with reference to the date of his 
first appointment to the class or category from which he was transferred.  
Where any difficulty or doubt arises in applying this sub-rule, seniority shall be 
determined by the appointing authority. 

2.20 Where a member of the service in any rank, category or grade is reduced to a 
lower rank, category or grade, he shall be placed at the top of the latter unless 
the authority ordering such reduction directs that he shall take rank in such 
lower rank, category or grade next below any specified number thereof. 

 
2.21 The general principles in determining seniority of officers of the same rank or 

grade will be followed in accordance with the guidelines issued by the DoP&T, 
Government of India from time to time in this regard. 

 
2.22 Seniority for each rank of Executive branch and PMT unit will be maintained in 

Police Head Quarter. Seniority of each rank of all other units will be 
maintained by the respective units. A copy of the seniority list of each rank 
issued by the concerned unit will be sent to the Superintendent of Police Head 
Quarter for record.   

 

*************** 
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Chapter 3 

TRAINING AND EXAMINATIONS 

 

Introduction 

Training happens to be an important instrument and process of human 
resources development. The objectives of the Police training should be the 
inculcation of knowledge and professional skills and the development of 
attitudes appropriate to their work and the people they come into contact with. 
Police training should work as a change agent to bring about the requisite 
changes at the level of knowledge, skills, attitudes and values. The Police 
training as a continuous process should help the Police personnel in their 
overall career development and should acquaint them with their overall 
organizational and professional climate while familiarizing them with their 
overall professional milieu with a necessary bias for Science and Technology.  
 

Objectives of training:  The objectives of Police training as a whole should 
be the following:  

a) To prepare professionally sound and operationally competent Policemen 
of various ranks  

b) To develop physical fitness and competence for handling various Police 
equipment and weapons.  

c) To create an adequate level of awareness in the trainee participants, 
about their roles, responsibilities and duties, along with the requisite 
responsiveness and accountability expected from the Policemen working 
in a democratic society.  

d) To instill sound knowledge about law and procedure, so as to equip the 
trainees to handle their various tasks of order maintenance and crime 
management.  

e) To evolve requisite professional skills, so very essential to perform their 
roles in a democratic and free society  

f) To develop requisite attitudes, norms and values in the Police trainees  

g) To foster loyalty to the Constitution, commitment to the aspirations of the 
nation, the concept of an egalitarian society, and the needs for national 
integration.  

h) To create an awareness in the Policemen that they are friends of the 
people and they can win the confidence and cooperation of the 
community only with service orientation and by respecting the needs, 
demands and rights of the people. 

 



13 
 

3.1  Training of the Constabulary:  

A Constable is the most frequently seen Police officer and the first to come in 
contact with the people, who expect him to use his authority for safeguarding 
their rights and rendering them assistance in the solution of their problems. 
His powers of arrest though limited, give him much scope for the use of his 
authority. His training should concentrate on imparting professional skills and 
developing his abilities and attitudes in such a way as will enable him to 
discharge his functions effectively. He has to deal with individuals as well as 
groups of people. The one aspect which deserves the maximum attention in 
his training, therefore, is his behaviour and attitude towards the common man. 
He must be physically fit and fully trained in unarmed combat.  

3.1(A) Basic Training of Constables:  

Every recruit constable on enlistment for the Police (Executive) will report to 
the Police Training School, Prothrapur, Port Blair, to receive training in drill, 
musketry, law and Police duties. The period of training will be of twelve 
months including nine months basic foundational training course and three 
months attachment to various units with examination and passing out parade.  

 
3.1(B) Procedure of Training  

(a) For the training of recruits in law and Police duties (Indoor), regular 
training classes are established under a Chief Law Instructor not below the 
rank of Inspector. For the training in drill and musketry and in other armed 
duties (Outdoor), regular training classes are established under a Chief Drill 
Instructor not below the rank of Inspector. The training of all recruits shall be 
carried out under the direction and personal control of Vice-Principal, Police 
Training School, Prothrapur. The training will, however, be under the overall 
control and supervision of the Principal, Police Training School. 

(b) The Police training of Constables is divided into two categories, i.e., indoor 
training and outdoor training.  
 

Indoor & Outdoor Training  

The Indoor & Outdoor syllabus shall be reviewed time to time based on the 
evolving need of policing.  

(c) The syllabus & subjects to be taught during basic training will be decided 
by the competent authority and notified time to time.  

The training will be carried out according to the prescribed syllabus. The 
Principal (PTS) and Vice-Principal (PTS) will exercise close supervision on 
overall training and they will ensure that recruits are fully and 
comprehensively trained.  
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(d) Practical Exposure:-  Apart from theoretical classes on the important 
topics like the scene of the crime, scientific-technical aids and finger & 
footprints, sufficient periods shall be allocated for practical exposure including 
visits to Forensic Science Laboratory, Mobile Forensic Unit and Finger Print 
Unit so that recruits can co-relate practical with theory. 

(e) Sensitization modules like gender sensitization, service orientation in 
public dealing, community policing, dealing with Victims of Crime, visit Old 
Age Home, visit Children Home and capsule courses like Personality 
Development & Public Speaking, visiting a Vital Installation/Airport, Relief and 
Rescue during disaster shall be included with the objective to sensitize the 
recruits and fine tune their attitude and behaviour towards the different 
sections of society including women, senior citizens, children and weaker 
sections. 

  (f) Training Methodology: - Interactive Lecture, Case Study, Group 
discussions, Practical Exercise and Simulation of the scene of the crime, 
Demonstration, Audio-Visual aids and presentation of papers on professional 
subjects will be used for training purpose. The teaching methodology shall 
include more case studies, practical exercise, role-plays, demonstrations, 
examples, illustrations, films, etc. apart from routine lectures. All theories shall 
be explained in the context of ground realities. 

 (g) Assessment of Recruits:- Training performance report of each recruit in 
Indoor & Outdoor subjects shall be submitted to the Principal, PTS by Vice 
Principal, PTS in consultation with Chief Law Instructor & Chief Drill Instructor 
for individual assessment of the recruits on every 3rd of the Month. A personal 
dossier of each trainee shall be maintained by the CLI and CDI separately. 

(h) Performance Register shall be maintained by CDI/CLI and shortcomings/ 
observations/weaknesses etc. of the recruits will be entered. In this regard, a 
weekly report shall be sent to the Principal (PTS) through VP (PTS).  

  (i) Every recruit shall maintain notebooks for individual subjects. The Chief 
Law Instructor and the Assistant Law Instructors shall ensure that all recruits 
make full and intelligent use of these notebooks by jotting down important 
points in each lecture for revision and refreshing their memory from time to 
time. The Instructors and the Chief Law Instructor shall check the notebooks 
of all recruits carefully from time to time and ascertain if they have been 
attentive in classes and following the lecture. When any notebook is checked, 
the initial of the officer with the date of checking shall be entered therein. If 
any recruit has not written any notes satisfactorily, the checking officer will 
ascertain the reason therefore and take suitable action.  

  (j) The Vice-Principal shall obtain details of progress made by each recruit in 
(a) Indoor and (b) Outdoor from the Chief Law Instructor and Chief Drill 
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Instructor at the end of every month and compile a consolidated “Progress 
Report of Recruits under training as prescribed to the Principal, PTS. 

 
3.1(C) Examinations  

  The recruits shall be periodically assessed through Unit tests and examination 
in both indoor and outdoor subjects, in both theoretical and practical mode. 
The method and mode of assessment shall be as per prescribed norms laid 
down in the Standing Orders. Marks of Unit tests, Final Examination and 
Principal’s Assessment Marks would be considered for preparing the final 
mark sheet. 

  The Vice Principal (PTS) and Chief Law Instructor & Chief Drill Instructor of 
PTS shall carefully scrutinize the performance of trainees in these 
examinations/tests and in all cases where any recruit found lacking, special 
attention will be paid, so that he/she can be brought at the desired level. 

 
3.1(D) Disciplinary Action/Termination of Service  

  The Principal/Vice Principal/PTS shall be the Competent Authority for initiating 
and finalizing (if the recruit is still in the PTS) any disciplinary action against 
the recruit constables. Principal PTS shall be the competent authority to pass 
orders regarding the termination of the service of a recruit Police constable. 

       The services of recruits who fail to qualify in the final examination will be 
terminated by the Principal (PTS). However, maximum of two additional 
chances will be given to the unsuccessful recruits. IGP will be the appellate 
authority.  

 
3.1(E) Posting of recruits on completion of recruit course 

On completion of the course, a recruit should be posted to Police Line for 06 
months and various units of A & N Police for 06 months on rotation basis until 
completion of probationary period. During the remainder of probationary 
period, he/she should be posted under SHO/Sub-Inspector who should be 
required to give them careful and regular attention and to submit reports every 
two months regarding their progress. The Dy. Superintendent of Police/SDPO 
should also be required to see and question him/her frequently and keep him/ 
her under close supervision so that they can acquire proficiency through the 
experience of fieldwork.  

3.2. Types of training  
 

3.2(A) Training of Head Constables for the Armed and Civil Police 

a) All Head Constables promoted from lower ranks, will be required to 
undergo 03 months training at Police Training School, Prothrapur. The 
duration of the course would be 03 months and the name of the course 
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would be “Lower School Course”. Schedule for Lower School Course will 
be as prescribed from time to time.  

b) After promotion to the rank of Head Constable the officer is assigned with 
investigation of only minor offences and preparation of Kalandara under 
Cr.PC/other relevant Acts and needs to know about the method of GD 
writing. He is also required to work as Duty Officer and in charge of 
Malkhana, records, guards, PSO, mess, warrant and summons, JPPs, 
OPs and also I/C LOPs of remote areas.  

c) The main objectives of such training shall be to impart and enhance the 
professional knowledge to hone their skills and to cultivate an appropriate 
attitude to serve the community.  

d) The training of Head Constables at Police Training School is two-fold, i.e 
Indoor for gaining professional knowledge and skills and Outdoor shall be 
for physical fitness, sharpening reflexes inculcating and strengthening of 
the fibre of discipline and building team spirit.  

 
3.2(B) Training of Upper Subordinates in the Armed Police and Civil Police 

a) An Upper Subordinate, whether directly recruited or promoted to the rank 
of Sub-Inspector, shall be required to undergo a course of training in a 
Police Training College (Syllabus as per Training College).   

b) A lower subordinate, who is promoted to the rank of Assistant Sub-
Inspector needs to undergo Intermediate School Course at PTS.  

c) Sub-Inspectors who are directly recruited may, on successful completion 
of the course at a Police Training College, be posted at PTS for 45 days 
course on Local & Special Laws and subject specific to A&N Islands.  

 
3.2(C) Practical Training Programme of Sub- Inspectors  

  Sub-Inspectors who are directly appointed may, on successful completion of 
the course at a Police Training College, be posted for practical training for a 
period of 01 year as follows:  

a) 08 months in Police Stations of South Andaman & N&M Andaman and 01 
month in Nicobar Districts.  

b) One month to court under the Public Prosecutor to learn all duties 
connected with the prosecution of cases and maintenance of records, etc. 
in his office.  

c) 02 months practical training at Traffic Branch, PHQ, Security Cell, PMF, 
Immigration & Foreigners Branch, CID Unit, Fire Brigade, Police Radio & 
Police Lines.  

The probationer should keep a personal diary.  The Officer-in-charge of his 
training in the respective sections as stated above should submit a report to 
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the Principal (PTS) on his/her progress and work. The Sub-Divisional Police 
Officer, DySP and SHO should examine the work of probationer whenever 
opportunity offers and take steps to prevent him/her being used merely to 
lighten the work of those under who he/she serves.  

However, the programme of training may be revised from time to time with the 
approval of the Director General of Police, A & N Islands.  

 
3.2(D) Refresher Training Course 

a) Police Training School shall organize refresher training for in service 
Police personnel of A&N Police periodically. A batch of Police personnel 
consisting of such number of Sub-inspectors, ASIs, Head Constables and 
Police Constables as decided by the Principal PTS, shall be called from 
different units including Police Stations and Outposts to PTS, Prothrapur 
periodically for refresher course.  

b) The Chief Law Instructor will maintain a register of Upper and Lower 
subordinates of A & N Police and will submit a list of Police personnel for 
the Refresher Course to the Principal, PTS, for the issue of necessary 
orders.  

c) Upper and Lower subordinates of A&N Police should undergo periodical 
firing practice.  

 
3.3  Training of Follower Constables:-  

        Every Follower Constable shall on enlistment be required to undergo training 
in drill and musketry for a period of three months.  

 
3.4  Training of PMF personnel:-  

         Every person appointed to a post in the Police Marine Force shall on 
enlistment be required to undergo training in drill and musketry for a period of 
three months in accordance with the syllabus as prescribed from time to time.   

 

*********** 
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Chapter - 4 

 

PAY AND ALLOWANCES 

 

4.1 The pay and allowances of all the ranks of Andaman & Nicobar Police shall be 
governed by the Central Pay Commission or as per the Government of India’s 
decision issued from time to time, in this regard. 

 

4.2 Increments 

The increments will be applicable in accordance with updated CCS (Revised Pay) 
rules and orders issued by Government of India from time to time. 

 

4.3 Allowances 

Allowances such as Island Special Duty Allowance, Tough Location Allowance, Hard 
Area Allowance, Ration Money Allowance etc., may be given as per the rates 
decided by the Govt. of India, from time to time. 

 

4.4 Free Sea Passage (FSP) 

Locally recruited Government servants serving in non-vacation departments under 
the A & N Administration, who are domiciled in the Union Territory of Andaman & 
Nicobar Island, be allowed for FSP as per the existing rules.  

 

4.5 BHAVISHYA Portal for pensioners 

Department of Pension & Pensioners Welfare has launched an Online Pension 
Sanction & Payment Tracking System called ‘BHAVISHYA’ with a vision of ensuring 
active and dignified life for pensioners by ensuring payment of all retirement dues 
and delivery of Pension Payment Order (PPO) to retiring employees on the day of 
retirement itself.  

The system provides for on-line tracking of pension sanction and payment process 
by the individual as well as the administrative authorities. The system captures the 
pensioners personal and service particulars. The forms for processing of pension can 
be submitted online. It keeps retiring employees informed of the progress of pension 
sanction process through SMS/E-Mail. The system obviates delays in payment of 
pension by ensuring complete transparency. 

 

*************** 
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Chapter - 5 
 

PROMOTIONS 
 

5.1. Promotion from one rank to another and from one grade to another in the 
same rank shall be made by Selection/Non-Selection. The seniority-cum-
fitness, efficiency, honesty and general conduct shall be the main factors 
governing selection, but specific qualifications, whether in the nature of 
training courses passed or practical experience shall also be carefully 
considered in each case.  
 

5.2. Promotions to Gazetted ranks:  

Promotions to Gazetted ranks in the Police force, shall be made by the 
Government of India. 
 

5.3. Promotions to the ranks of Upper Subordinates & Lower Subordinates, 
whether officiating or probationary, executive or technical shall be 
recommended by the Departmental Promotion Committee (DPC) in 
accordance with notified RRs. The Police Establishment Board (PEB) will 
approve the recommendation of the DPC for promotions up to the rank of 
Inspector within the UT of A&N Islands.  
 

5.4. Every promoted person from Group-C to Group B (Non-Gazetted) shall be on 
probation for a period of two years from the date of such promotion. 
 

5.5. Modified Assured Career Progression Scheme (MACP) 

The MACP scheme is introduced by the Government of India to give 
adequate promotional avenues to government employees by giving them 
earlier financial benefits. Accordingly, the Government introduced the MACP 
Scheme in which there shall be three financial upgradations, counted from the 
direct entry grade on completion of 10, 20- and 30-years of services 
respectively, or 10 years of continuous service in the same level in Pay 
Matrix, whichever is earlier. The latest guidelines as issued by DoPT, GOI 
shall prevail. 
 

5.6. Out of turn Promotion 

Out of turn promotion for the next higher rank up to Sub-Inspector may be 
made by the Director General of Police in case of those who have shown 
outstanding work in the Anti-poaching, Anti-Smuggling, arrest/apprehension of 
proclaimed offenders, recovery of missing children, in rescue work during 
disasters or in any special field of Police work including performance in games 
and sports and also have an exceptionally good and unblemished record of 
service with integrity. Detailed guidelines/criteria for out of turn promotions 
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may be issued through a Standing Order by the Director General of Police, 
A&N Islands. 

 
******* 
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Chapter 6 

LEAVE, RESIGNATION AND TRANSFER 

6.1. Leave 

The grant of leave to members of the Police force shall be governed by the 
CCS (Leave) Rules, 1972.   
 

6.2. Leave not a matter of right 

Leave cannot be claimed as a matter of right. When the exigencies of public 
service so require, leave of any kind may be refused or revoked by the 
authority competent to grant it, but it cannot alter the kind of leave due and 
applied for except at the written request of the Government servant. The 
earned leave should not ordinarily be denied to any employee, especially in 
the last ten years of his service. 
 

6.3 Kinds of Leave 

The following kinds of leave may be sanctioned by the sanctioning authorities 
of the Police Department.  

(i) Earned Leave: The credit of E.L. will be afforded in advance at a uniform 
rate of 15 days on the 1st of January and 1st of July every year, which can be 
accumulated upto 300 days.  

(ii) Half pay Leave: This leave can be granted on calculation of 20 days for 
each completed year of service which includes periods of duty and leave 
including extraordinary leave with or without medical certificate, but does not 
include periods of suspension treated as dies-non, overstayed or AWL 
(Absent Without Leave). 

(iii) Commuted Leave: Commuted leave not exceeding half the amount of half 
pay leave due can be sanctioned on Medical Certificate, provided that the 
leave sanctioning authority is satisfied, as regulated by the Central 
Government Leave Rules.  

(iv) Leave not due: Leave not due may be granted to a permanent servant 
with no half pay leave at credit. However, such leave may be granted to 
temporary officials with minimum of one-year service if they suffer from T.B., 
Leprosy, Cancer or Mental illness.  

(v) Extraordinary Leave: This leave may be granted to an official, when there 
is no leave admissible  

(vi) Maternity Leave: Maternity leave is admissible to Police women and other 
female employees working in the Police Department. 

(vii) Paternity Leave: A Male official with less than two surviving children may 
get this leave for a period of 15 days.  
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(viii) Special disability leave: All employees of the Police Department, when 
disabled by injury intentionally or accidentally inflicted or caused in 
consequence of the due performance of official duties or in official position or 
when disabled by illness.  

 (ix) Study Leave: May be granted to officials with not less than five years of 
service for undergoing a special course consisting of higher studies or 
specialized training. For this kind of leave, the maximum period i.e. 24 months 
in the entire service and may be granted at a stretch or in different spells.  

 

(x) Casual Leave: 

Causal leave is not a recognized form of leave and is not subject to any 
rules made by the Government of India. Causal leave can be combined 
with 

(a) Special Casual Leave,  

(b) While on tour, 

(c) Joining duty during the middle of a year, 

(d) LTC 

(e) Casual leave can be taken for half-a-day also.  

(f)  The maximum limit of casual leave which can be granted to an 
individual in a calendar year shall be 10 days. 

(g) The address of the Government servant while on casual leave should 
invariably be indicated in the application for casual leave, if he is away 
from home during the period of casual leave.  

Note:- A register of casual leave register should be maintained by every 
officer to grant causal leave to his subordinates. 

 
(xi) Special Casual Leave:  

Special Casual Leave will be granted to Police personnel for the purpose 
of participation in 

(a) Sports events,  

(b) Cultural activities,  

(c) Mountaineering / trekking expeditions,  

(d) Undergoing family planning operations, which will be admissible upto 
a maximum of 30 days in a calendar year.  
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(xii) Child Care Leave: 

Subject to the provisions of Central Civil Services leave rule, if a female 
government servant and single male government servant may be granted 
child care leave by an authority competent to grant leave for a maximum 
period 730 days during entire service for taking care of two eldest surviving 
children, whether for rearing or for looking after any of their needs, such as 
education, sickness and the like. 

a) Child care leave may be combined with leave of any other kind. 

b) Child care leave shall not be debited against the leave account. 

6.4 Leave Account 

A leave account in the prescribed form shall be maintained by the Head of 
office for each Police personnel whose pay and allowances are drawn and 
disbursed by him. The leave account of the Head of office shall be maintained 
by the next higher administrative authority.  

(a) The members of the service applying for leave shall furnish their mobile 
phone number and leave address in their leave applications. Any change 
in address while on leave should also be reported to their immediate 
superiors and to the sanctioning authority.  

(b) A member of the service who remains absent after the end of his leave 
is not entitled to leave salary for the period of such absence and that 
period shall be debited to his leave account as though it were half-pay 
leave to the extent such leave is due and as extraordinary leave to the 
extent the period of half-pay leave falls short of the period of such 
absence unless the leave is extended by the competent authority. 

 
6.5  Combination of different kinds of leave 

Any kind of leave due and admissible to a Police Personnel may be granted in 
combination with or in continuation of any other kind of leave. Casual leave, 
which is treated as duty and is not any recognized form of leave, shall not be 
combined with any other kind of recognized leave. 
 

6.6 Granting of leaves 

All kind of leaves shall be governed by the Standing Order/Circular issued by 
the DGP from time to time. 
 

6.7  Resignation:- 

Circumstances under which Police officer of subordinate rank may 
resign— 

1. Resignation of any Police officer of subordinate rank may be accepted 
only by the officer empowered to appoint (the officer so empowered to 
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appoint being hereafter in this section referred to as the appointing 
authority) officers of such subordinate rank. 

2. A Police officer of subordinate rank who intends to resign from Police 
service shall give to the appointing authority notice in writing to that effect 
and shall not be permitted to withdraw himself from duty unless he has 
been granted permission to resign by such authority and two months have 
elapsed from the date on which he tendered his resignation: Provided that 
the appointing authority may at his discretion, permit a Head Constable or 
a constable to withdraw himself from duty on his crediting to the 
Government two months' pay in lieu of notice. 

3. No Police officer of subordinate rank whose resignation has been 
accepted by the appointing authority shall be permitted to withdraw from 
duty until he has fully discharged all debts to the Government or to any 
Police fund and has surrendered his letter of appointment, arms, 
accoutrements, uniform and all other Government property in his 
possession and has also rendered a complete account of all Government 
money and property for which he is responsible. 

4. Notwithstanding anything contained in this section if any Police officer of 
subordinate rank tenders his resignation on medical grounds and 
produces a certificate signed by a medical officer authorized by the 
Administrator in this behalf declaring him to be unfit by reason of disease 
or mental or physical incapacity for further service in the Police, the 
appointing authority shall forthwith permit him to withdraw from duty on his 
discharging, or giving a satisfactory security for the payment of, any debt 
due from him as such Police officer to Government or to any Police fund: 
Provided that he shall forthwith return the certificate of appointment, arms, 
accoutrements, uniform and all other Government property in his 
possession before he is permitted to withdraw from duty. 

5. A Police Officer found by a medical board to be permanently unfit for any 
form of duty will be liable for compulsory retirement in accordance with the 
procedure laid down. 

6. If any such Police officer of subordinate rank resigns or withdraws himself 
from the duties of his office in contravention of this section, he shall be 
liable on the orders of the appointing authority to forfeit all arrears of pay 
then due to him. 

6.8 Desertion 

(a) Absence without leave for 21 days completes the offence of desertion, 
after which the officer’s name shall invariably be struck off from the date 
of absence. 
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(b) An application for reinstatement from an officer who has been struck off 
as a deserter shall not be entertained unless it reaches the concerned 
Superintendent of Police within two months of the date of the 
commencement of the absence without leave.  The Superintendent of 
Police shall not reinstate a deserter until the deserter has attended in 
person not later than the date prescribed by the Superintendent of Police 
and has given his explanation for his absence without leave and unless 
the Superintendent of Police is satisfied after such enquiry as may be 
necessary that the case deserves reconsideration.  At the end of the two 
months, if no application for reinstatement is received, the 
Superintendent of Police in the case of lower subordinate and the 
Director General of Police in the case of an upper subordinate will record 
a formal order confirming the dismissal.  In other cases, a charge should 
be framed and departmental enquiry held in accordance with rules laid 
down in this manual before confirming the dismissal or reinstating the 
deserter with or without punishment. 

 
(c) A deserter may also be prosecuted for an offence punishable under 

section 29 of the Police Act. 
 
(d) The above mentioned provisions as regards desertion will be applicable 

to all police officials of A&N Police including India Reserve Battalion. (as 
per order no 2742 dated 25/05/2021). 

 
6.9 Postings and transfers: 

The transfer & postings of all Police Personnel upto the rank of DySP/ASP 
within the UT will be done by the State Police Establishment Board in 
accordance with the transfer policy existing at that time. The State Police 
Establishment Board comprises of the DGP who is the head of the 
department and four senior most Police officers. 
 

6.10 Charge Certificates of Non-Gazetted Officers 

When a Non-Gazetted officer hands over charge of his office station or 
outpost as the case may be, he shall prepare a charge certificate in form 6.10 
containing a memorandum of all money handed over and signed by himself 
and the relieving officer.  The charge certificate shall be prepared in duplicate, 
the original to be forwarded through the proper channel so as to reach the 
Superintendent of Police within a fortnight of the transfer of charge.  The 
following lists in duplicate will be prepared and signed both by the relieving 
officer and the relieved officer and attached with the charge certificate:- 

(a) List of Government Property. 

(b) List of indisposed papers. 
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(c) List of registers, files or other records  

(d) List of case property in ‘Malkhana’ (in the case of Police Stations, 
Outposts and Police Prosecutor). 

 The office copy of the charge-certificate together with a copy each of all lists 
shall be filed in the concerned office station or outpost.  Any deficiency will be 
noted in the lists mentioned above. 

6.11 Reporting of joining and relieve of Police Officers: - 

Whenever a Police officer joins duty at a Police Station, Outpost, Radio 
Station, Office or other post of duty or is relieved from such station or post 
either on transfer or leave, the officer in charge of such station or office or post 
shall make an immediate report thereof either in writing or by radio message 
whichever is quicker to the concerned Superintendent of Police.  This will be 
in addition to any charge certificate that may be required to be sent under the 
proceeding rule. 
 

6.12 Charge-Certificates of Gazetted Officers 

When charge of a post is assumed or relinquished by a gazetted officer, a 
charge-certificate in G.F.R 33 will be prepared and signed both by the 
relieving officer and relived officer, and sent to the Director General of Police, 
Andaman and Nicobar Islands and to the concerned offices. 

 
*************** 
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Form 6.10 

Andaman & Nicobar Police 

REPORT OF TRANSFER OF CHARGE OF  

(Designation) 

 

1. Charge or Station. 

2. Officer relieving and his Rank 

3. Officer relieved and his Rank. 

4. Date and time of transfer 

5. Reference 

6. Money handed over. 

 

 

 

Signature of relieving Officer 

 

 

Signature of relieved Officer 

 

Copy submitted to the Superintendent of Police. 

 

***** 
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Chapter – 07 
 

DECORATION AND REWARDS 

7.1. Rewards: 

(a) The nature of work in Police Organisation involves a level of danger to life 
and a superior level of self-discipline and service to the society as a whole. 
The morale of the Police Officers needs to be boosted from time to time 
with rewards and appreciation.  

(b) Rewards may be given to encourage members of public for assisting the 
law enforcement machinery.  

(c) Rewards may be granted to Police Officer in recognition of conspicuous 
good work done by him in any branch of Police activities, or to an officer 
who has displayed exceptional smartness, alertness, keenness skill, 
courage, honesty or hard work during investigation, handling law and order 
situation, VVIP visits, intelligence input, disaster management, ceremonial 
functions, other specific executive/operational duties assigned to a 
particular unit.  The criterion shall be the work done, and not the result 
obtained. Rewards should be given generously but not in a routine 
manner, that it loses its value.   

(d) Rewards may also be sanctioned to Police Officers showing special merit 
in sports and cultural activities with the prior approval of the Director 
General of Police, A&N Islands. 

 

7.2. Powers to Sanction Rewards and Commendation Certificates  

The Director General of Police, Additional Director General of Police, 
Inspector General of Police, Deputy Inspector General of Police, 
Superintendent of Police and Deputy Superintendent of Police will have the 
power of granting Commendation Certificates and Cash Rewards as laid 
down in orders issued by the Director General of Police from time to time.  
 

7.3. (a) Payment of Rewards:- 

Rewards can be given under any of these categories and shall be given as 
promptly as possible.  

1) Cash Rewards 

2) Appreciation/ Commendation letters 

3) Commendation Certificates 

4) Rewards/ Medal by State or Central Government 

5) Other rewards 
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(b) Sanctioning beyond financial powers/splitting of rewards– 

 The sanctioning authorities’ sanction Commendation Certificate alongwith 
Cash Reward on a single Reward Roll to a large number of Police Personnel/ 
Civilians beyond their capacity. For example, if five personnel are sanctioned 
Reward of Rs.1000/- each by a Dy.SP on a single Reward Roll, it amounts to 
a tune of Rs. 5000/- which is beyond the sanctioning powers vested with the 
Dy.SP. In such cases rewards are split up at the time of order booking. Such 
sanctions are undesirable and incorrect. Another method of splitting up of 
rewards is by obtaining more than one Reward Roll for the same case i.e. a 
good case is worked out and 5 different reward rolls are sanctioned beyond 
the sanctioning competence of the concerned officer which again is incorrect. 

7.4. Rewards offered by private persons  

Police Officers of all ranks should not accept monetary or other rewards 
offered to them by private persons. When rewards are offered by private 
persons, the concerned Superintendent of Police shall receive the sum 
offered and deposit in police cash chest and disburse according to his own 
judgement and in his public capacity. Further the Superintendent shall obtain 
the sanction of the Director General of Police before accepting offers or 
disbursing amounts higher than that which he is himself empowered to 
sanction as per Standing Order issued by the DGP in this regard. 
 

7.5. Procedure for Grant of Commendation Certificate/ Cash Rewards 

The procedure for the grant of Commendation Certificate and Cash Reward 
shall be governed by the Standing Order, as may be issued by the DGP. 
 

7.6. Communication of Rewards 

All orders of grant of Reward or Commendation Certificate shall be published 
in the Police Order Book.  All such orders of cash reward/commendation 
certificate/ appreciation letter and/or other rewards shall be communicated to 
the officer concerned and copy of the order be filed in his personal file and the 
entries be made in the service book. 
 

7.7.  Medals 

The Govt. of India has instituted following Medals for Police personnel. All the 
criteria and procedure of medals are governed by Government of India as 
issued, from time to time. 

1. Ashoka Chakra series of Gallantry Awards. 

2. President’s Police Medal for Distinguished Service (PPM) Police 
Medal for Meritorious Service. 

3. President’s Fire Service Medal for Distinguished and Fire Service 
Meritorious Service. 
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4. Jeevan Raksha Padak series of awards. 

5. Police (Special Duty) Medal and Bar. 

6. Union Home Minister’s Medal for Special Operation. 

7. Union Home Minister’s Medal for Excellence in Investigation. 

8. Union Home Minister’s Medal for Excellence in Police Training 
(Indoor/Outdoor). 

9. Union Home Minister Medal for Asadharan Aasuchana Kushalata 
Padak. 

10. Utkrisht Seva Padak. 

11. Ati-Utkrisht Seva Padak. 

 
7.8. The Order and manner of wearing Decorations and Medals 

The order of precedence of wearing various medals and decorations as per 
rules should be strictly followed.  
 

7.9. Loss of Medal to be Reported 

All losses of medals should be reported by the recipients to the Director 
General of Police through proper channel. They will be replaced on payment 
of the cost by the recipient subject to the orders of the Government after due 
enquiry.  

 
************** 
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Chapter - 8 
 

CONDUCT AND DISCIPLINE 
 

8.1    Introduction 

Police personnel must, at all times, exhibit high standard of official and 
personal conduct and must maintain prescribed norms of discipline under all 
circumstances. Norms of conduct and parameters of discipline should, 
therefore, be prescribed and laid down. 

 Seniority among officers of the same rank or of the same grade will be 
reckoned in accordance with the principles laid down in Chapter 
(Appointment) of A&N Police Manual or as per seniority lists published from 
time to time. 

 
8.2 Saluting and Official Greetings 

1)  A salute is the Police method of greeting superiors and not a servile act. 
It is an outward sign of inward spirit of discipline and respect for superior. 
The unity and discipline of a force are indicated by the manner in which 
the men salute and the officers return them. 

2)  Failure to salute shows disrespect, idleness and a low standard of 
discipline. Failure by an officer in uniform to insist on being saluted is a 
breach of discipline. 

3)  A Subordinate officer will always salute a superior officer first. It is good 
manners for a junior officer to salute a senior officer, when they meet, 
though they may be of the same rank. 

4)  Any Police officer who is saluted will smartly acknowledge the salute.  

5) Police officers when on motor will not salute. They will keep both hands 
on the handle bars and look straight to the front. The same procedure 
will be adopted when driving a motor vehicle. When the vehicle is 
stationary the officer will salute by turning the head towards the officer 
passing him, but will not remove his hands from the handle bar or the 
steering wheel. 

6) Subordinate Police Officers in uniform should salute all Gazetted 
Officers of the Government and Commissioned Officers in uniform of 
Navy, Army, Air and Auxiliary Forces, when addressing them or being 
spoken to by them. 

7) If the nature of the duty such as regulating traffic or other special 
circumstances make it undesirable, a Police officer will not be required to 
salute unless spoken to by a person entitled to be saluted. 
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8) When a senior officer enters a room in a Police Station or Classroom 
etc., the men in the room will pose attention while seated or stand to 
attention until they are told to resume their seats or occupation. The 
senior officer present will call the men to attention; otherwise, the first 
man who observes any senior officer entering a room should give notice 
to the others by calling them to attention. 

9) When two or more officers are together, the senior only, whether in 
uniform or not, will return the salute. 

10) Officers or men passing the troops with uncased standards, guidens or 
colours will salute except when they are carried by units forming part of 
the escort at a Military/Police funeral. 

11) Cased standards, guidens and colours will not be saluted. 

12) Officers, men and colours, passing a Military Police funeral will salute 
the bier. When two or more officers are standing in a group or in a line, 
the senior most of them will salute after calling the others to attention. 

13) When appearing in a conference or assembly of superior officers, only 
the senior most officer will be saluted. It is incorrect to salute in turn 
other officers. 

14) An officer in uniform, wearing a head dress and appearing in an office or 
orderly room before a senior officer, will salute, retain his head-dress 
and stand to attention unless he is asked to sit down. On being asked to 
sit down, he should remove his head-dress. It is highly improper to place 
the head-dress on the table of the superior officer, or to retain it on one's 
head while sitting. It is similarly improper to wear dark glasses when 
addressing or being addressed by a senior officer. 

15) All officers and constables will salute the court (the Magistrate or Judge) 
on entering the Courtroom. 

16) When wearing western style civilian dress, it is etiquette and good 
manners to remove the head-dress before entering the room of a 
superior officer or a dwelling place of any kind. 

17) When a senior officer comes to a function accompanied by a lady, the 
officer will be greeted first if the function is an official parade and the 
officer is to be the reviewing officer. Otherwise, on all other occasions 
the lady will be greeted first. 

18) When officers are in a body apart from the parade, all of them will salute 
independently on the approach of a superior officer. If, however, they are 
on an official parade, they will be called to attention by the senior-most 
officer among them who alone will salute. 
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19) When a senior officer arrives on parade, he is greeted by the parade 
commander who calls the parade to attention and salute. It is not 
necessary for an officer on the parade to salute when the senior officer is 
going round to inspect the parade unless addressed by him or having 
occasion to address him. 

20) If the senior officer arrives after the parade has started, the parade will 
not be called to attention. The parade commander will himself salute the 
superior officer and obtain instructions from him. 

21) When the superior officer goes round the parade ground, the sub-unit 
commanders only will salute, if they are not engaged in instructing their 
squads. They will otherwise continue without diverting their attention to 
greet the officer. If, however, the superior addresses any squad 
commander, the latter will immediately stop his instructions, bring his 
squad to attention, and will himself salute. After having done with the 
superior officer, he will proceed with his squad in accordance with the 
programme. 

22) When at a ceremonial parade the command 'National Salute- Present 
Arms is given, and the national anthem is not played, all Police officers 
present but not on parade will stand to attention until the order 'Slope 
Arms' is given. When, however the national anthem is played all officers 
of and above rank of Assistant Sub-Inspector not on parade except 
those officers attending or accompanying the personage taking the 
salute, will salute. Other non-Gazetted officers will stand to attention 
without saluting. Officers attending or accompanying the personage will 
stand to attention but will not salute. 

23) All those who are not wearing uniform will stand to attention when the 
national anthem is played. Those wearing hats will take them off. 

24) The following orders should be observed when the national anthem is 
played: 

i) While on parade, all officers of the rank of Assistant Sub-Inspector 
and above will salute, and the men will come to attention. This does 
not apply to ceremonial parade when men will present arms. 

ii) While on the move, the party commander will halt the party and will 
salute, whereas, the rest of the men will remain at attention. 

iii) If standing in an organized party, the salute will be given only by the 
officer of the rank of Assistant Sub-Inspector and above, except that 
a Head Constable will salute, if he is in charge of a party and the 
others will come to attention. 

iv) All ranks wearing Indian style civilian dress will stand to attention. 
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v) All sentries on duty will slope arms. 

vi) All officers carrying a drawn sword will remain at the carry. 

25) When Police are posted for street lining on public occasions such as 
Presidential or Governor visits, mounted and dismounted officers of and 
above the rank of Inspector will salute. Officers below the rank of 
Inspector will not salute, but stand to attention. 

 

8.3 Police Officer's Behaviour while on Duty 

 It is improper for Police officers, while on duty in uniform to smoke, chew pan, 
be unnecessarily engaged on his mobile phone or talk leisurely with friends in 
public. Such exhibition creates an unfavourable impression in the minds of the 
public who cannot distinguish whether such men are on or off duty at that 
time.  

 While on duty in plain clothes, officers should invariably carry with them their 
identity cards.  It is essential that a plain clothed Policeman is not identified as 
a Policeman.  If, however, anybody questions his identity when taking any 
action, the identity card should be shown to him. 

 
8.4 Behaviour of Police Officers towards the Public 

(a) Every member of the Police force should regard himself as a servant and 
guardian of the general public and treat all law-abiding citizens, 
irrespective of their social position, with unfailing patience, courtesy and 
tact. While addressing members of the public, all officers and men must 
use the honorific plural to the person addressed. The aim should be to 
make the Police force trusted and respected by the people. 

(b) The heads of offices should ensure that their subordinates treat the 
members of the public approaching them on official business with 
consideration and courtesy, so as to encourage them to represent their 
grievances to them. They should also take steps to ensure that members 
of the public, when they come to see them on business are not kept 
waiting unnecessarily and their complaints and applications are promptly 
looked into and disposed of. 

 
8.5 Behaviour of Police Officers towards subordinates and superiors 

(a) Senior Police officers must strictly avoid the use of unduly harsh language 
while addressing or talking to their juniors and subordinates. They should 
show their subordinates the same consideration, as they themselves 
would expect from their superiors. It is essential that members of the 
subordinate staff, in turn, should behave respectfully towards their 
superiors and do their duty satisfactorily. 



35 
 

(b) No Police officer shall pass intemperate comments towards the 
subordinate officers or superior officers. 

(c) If any Police officer considers that an erroneous view has been taken of 
his conduct in any matter, he may refer the question in a temperate 
manner through the proper channel. 

(d) Any Police officer making complaints or allegations, which he cannot 
substantiate or prove, against any officer shall render himself liable to 
disciplinary action. 

(e) No Police officer shall place any obstacle in the way of an officer junior to 
him wishing to communicate with higher authority through the proper 
channel. 

8.6 Taking part in Gambling or accepting bribe 

(a) No Police officer shall take any part in any form of gambling or lottery, or 
otherwise conduct himself in any manner calculated or likely to bring the 
force into contempt and disrepute. 

(b) No Police officer shall accept bribe in the form of cash or kind or in any 
other manner whatsoever, in lieu of discharging their duties. Any Police 
officer who may at any time be offered a bribe in cash or any kind shall 
make an immediate report of the fact to his official superior.  Failure to 
comply with this order shall in itself constitute a breach of discipline. 

 
8.7 Consumption of Alcohol/Drugs 

No Police Officer shall consume or be under the influence of intoxicating drug 
or liquor or toddy while on duty or otherwise.  

 
8.8 Behaviour Towards Officers of Other Departments 

The Police officers should treat the officers of the other departments and 
organizations such as Judiciary, Home Guards, Administration and the Armed 
Forces with respect and courtesy.  
 

8.9 Individual & collective responsibility 

(a) Police officers usually act individually in the execution of their duty.  They 
should remember that on the behaviour of each individual depends the 
reputation of the force and the degree to which the law-abiding section of 
the public will be willing to cooperate against law breakers.  In particular, 
the following matters shall receive constant attention: - 

 
(1) All ranks shall at all times carry themselves smartly, and be cleanly and 

decently dressed. Special attention being paid to the cleanliness and 
proper wearing of uniform. 
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(2) All ranks shall wear uniform when on duty, except for those men 
employed on detective and similar duties where the wearing uniform 
might be prejudicial to the successful execution of the duty concerned. 

(3) Every Police officer shall keep his temper thoroughly under control and 
shall act with courtesy on all occasion, irrespective of the behaviour of 
others towards him. 

(b) No Police officer shall, in any place and whether on leave or on duty, 
conduct himself in any manner, or take part in any activities, calculated or 
likely to bring the force into contempt; or to be prejudicial to the 
maintenance of good order and discipline of the force; or to be prejudicial 
to the proper performance of duties of the force. 

8.10   (a) The Police must bear faithful allegiance to the constitution of India and 
respect and uphold the rights of citizens as guaranteed by it. 

(b) The Police are essentially a law enforcing agency.  They should not 
question the propriety or necessity of any duty enacted by law.  They 
should enforce the law firmly and impartially, without fear or favour, malice 
or vindictiveness. 

(c) The Police should recognize and respect the limitations of their powers 
and functions.  They should not usurp or even seem to usurp the functions 
of the judiciary and sit in judgement on cases.  Nor should they avenge 
individuals and punish the guilty. 

(d) The Police must recognize that they are members of public, with the only 
difference that in the interest of the community and on its behalf,  they are 
employed to give full time attention to duties which are normally incumbent 
on every citizen to perform.  

(e) In securing the observance of law or in maintaining order, the Police 
should use the methods of persuasion, advice and warning.  Should these 
fail, and the application of force become inevitable, only the absolute 
minimum force required in the circumstances should be used. The Police 
shall not take recourse & custodial violence under any circumstance to 
secure evidences in an investigation.  

 
8.11 Bar on Political Activities 

a) No Police Officer shall be a member of, or join or be otherwise associate 
with, any political party or trade union or any organization which takes part 
in politics nor shall take part in, subscribe in aid of, or assist in any other 
manner, any political movement or activity. 

(b) It shall be the duty or every Police officer to endeavour to prevent any 
member of his/her family from taking part in subscribing in aid of or 
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assisting in any other manner any movement or activity which is or tends 
directly or indirectly to be subversive of the Government as by law 
established, and where a Police officer is unable to prevent a member of 
his family from taking part in or subscribing in aid of, or assisting in any 
other manner, any such movement or activity, he/she shall make a report 
to that effect through the proper channel to the Administration. 

(c) If any question arises whether any movement or activity falls within the 
scope of this rule, the decision of the Government thereon shall be final. 

(d) No Police Officer shall canvass or otherwise interfere or use his influence 
in connection with, or take part in, an election to any legislature or local 
authority; 

Provided that : 

(i) A Police officer qualified to vote at such election may exercise his right 
to vote, but where he does so, he shall give no indication of the manner 
in which he proposes to vote or has voted; 

(ii) A Police officer shall not be deemed to have contravened the 
provisions of this rule by reason only that he assists in the conduct of 
an election in the due performance of a duty imposed on him by or 
under any law for the time being in force; 

Explanation: - The display by a Police officer on his person, vehicle or 
residence of any electoral symbol shall amount to using his influence in 
connection with an election within meaning of this sub-rule. 

 
8.12 Association of Police Officers in Trade Union Movement 

No Police officer should: - 

(a) pay or contribute towards the expenses of any trade union. 

(b) be a member of or be associated in anyway with, any trade union, 
labour union, political association or with any class of trade unions, 
labour unions or political associations. 

(c) be a member of, or be associated in anyway with, any other society, 
institution, association or organization that is not recognized as part of 
the Force of which he is a member or is not of a purely social, 
recreational or religious nature. 

(d) shall participate in or address any meeting or take part in any 
demonstration organized by any body of persons for any political 
purpose or for such other purposes as may be prescribed. 

 
8.13 Participation in Hartals, Strikes etc 
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No Police officer shall directly or indirectly participate in any form of strike or 
hartal or picketing.  Refusal to take food resulting in physical inability to 
discharge his duties efficiently or refusal to receive pay or allowances shall 
also be construed to  be ‘strike’ and will render the officer resorting to it liable 
to severe disciplinary action. 

 
8.14 Section 10 of Act V of 1861 absolutely forbids any Police Officer from taking 

up any employment whatsoever, other than his official duties under the Act, 
save with the express and written permission of the Director General of 
Police.  This restriction is binding throughout every officer’s service whether 
on leave or on duty. 

 
8.15 Membership in Co-operative Societies 

Police officers may take part in the promotion of co-operative societies, but no 
Police officer shall, except with the sanction of the competent authority, hold 
office in any co-operative society or serve on any committee appointed for the 
management of its affairs, unless the society is composed wholly of Police 
officers or partly of Police officers and partly of other Government servants in 
the Police Department. The superior Police officer should get the previous 
sanction of the Director General of Police, while the subordinate officers 
should get the written sanction of the Superintendent of Police concerned. A 
Police officer who is a member of a co-operative society composed wholly of 
Police officers or partly of Police officers and partly of other Government 
servants, in the Police department may accept remuneration for keeping the 
accounts of the society, with the sanction of the Director General of Police. 

 
8.16  Prompt Attention to and Disposal of Complaints from the Public 

Prompt and efficient disposal of public grievances is the primary duty of every 
Police officer. Officers should be ready to hear complaints requiring immediate 
attention at any time of the day, as far as possible, so that members of the 
public would feel confident that they can always approach the Police officers 
concerned for redressal of their grievances in a sympathetic manner.  
 

8.17 Receiving Gifts 

(a) Except for the farewell entertainment on the occasion of a Police officer's 
retirement or transfer, no Police officer shall accept gifts of more than 
trifling value as specified in Conduct Rules at the time of transfer or 
retirement. 

(b) Provided that gifts of a value, reasonable in all circumstances of the 
cases, may be accepted from relations and personal friends or presented 
to such persons on occasions such as weddings, anniversaries, funerals 
and religious functions, when the making or receiving of such gifts is in 
conformity with the prevailing religious or social customs; but acceptance 
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of such gifts other than those of a trifling value shall be reported to the 
Government and the gifts shall be disposed off in such manner as the 
Administration may direct. 

(c) Prohibition of Receipt of Rewards from Public:- 

 No Police officer shall accept any reward, fee or honorarium, other than 
rewards authorized under these rules, without the prior sanction of the 
Director General of Police. 

 
8.18 Insolvency and Habitual indebtedness 

(a) If a Police officer is adjudged or declared insolvent or has incurred debt 
aggregating to a sum which in ordinary circumstances, he could not repay 
within a period of two years or if a part of his salary is frequently attached 
for debt or has been continuously so attached for a period of two years or 
is attached for a sum which, in ordinary circumstances, could not repay 
within a period of two years, he may, unless he proves that the insolvency 
or indebtedness is the result of circumstances which, with the exercise of 
ordinary diligence, he could not have foreseen or over which he had no 
control and has not proceeded from extravagant or dissipated habits, be 
presumed to have contravened the provisions of conduct rules. In case of 
willful default by Police officer the Director General of Police may by 
written order divert part of the salary of such officer to service the 
borrowing. 

(b) No Police officer shall borrow money from or otherwise become in any way 
indebted to: - 

i) any other Police officer; 

ii) any member of the public residing or carrying on business in the 
Andaman and Nicobar Islands; or 

An agent, dependent, relation or surety of the persons mentioned at (i) and 
(ii) above. 

Provided that this rule shall not apply to ordinary shop debts relating to the 
purchase of articles and commodities of essential day-today use. 

(c) No Police officer shall, directly or indirectly, loan money to any other Police 
officer or to any person who is, or may be, subject to his official authority. 

(d) All Police officers shall report to their immediate superior officers any 
instance amongst their subordinates of prohibited pecuniary transactions, 
insolvency, or indebtedness to an extent exceeding 6 month’s pay. 

8.19 Canvassing of non-official or other outside influence 
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No Police officer shall bring or attempt to bring any political or other outside 
influence to bear upon any superior authority to further his interest in respect 
of matters pertaining to his service. 
 

8.20 Bigamous marriage 

No serving Police officer who has a wife/husband living shall contract another 
marriage. 

 
8.21 Neglect of Family and Children 

Police officers should maintain a decent standard of conduct even in their 
private lives and should not neglect to take proper care of their dependent 
parents, wives and children. Disregard by them of obligations towards their 
wives and children tend to injure their reputation and thereby undermine the 
trust and confidence which the public repose in them. 

Complaints by family against such Police officer will invite departmental 
action.  

 
8.22 Behaviour of Police parties during journeys 

When Police parties are sent from one district to another on duty, officers In-
charge of the parties must keep their men under proper control throughout the 
journey.  

8.23 Tendering Evidence 

While giving evidence and on every other occasion, a Police officer should 
speak the truth, the whole truth and nothing but the truth. He must not be 
swayed by any desire to assert his own importance or to secure a conviction 
or an acquittal by any other temptations. When repeating a conversation or 
statement, he should not exaggerate, misrepresent or suppress any part of it. 
Every Police officer should adopt every legitimate means in his power to 
assist in raising the prestige of the service in the estimation of the public and 
in securing its good will and respect by right behaviour on or off duty. He 
should always be available to those who seek his aid. 

8.24 Vindication of Acts and Character of Police Officers 

No Police officer shall, except with the previous sanction of the Administration, 
have recourse to any court or to the press for the vindication of any official act 
which has been subject matter of adverse criticism or any attack of 
defamatory character. 

Explanation: - Nothing in this rule shall be deemed to prohibit a Police officer 
from vindicating his private character or any act done by him in his private 
capacity. 
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No Police officer should, except with the previous sanction of the Government 
accept from any person or body of persons, compensation of any kind for any 
malicious prosecution brought against him or for any defamatory attack made 
on his public acts or character, unless such compensation has been awarded 
by a competent court. 

 
8.25 Association of Government Servants Name with Public Institutions 

The association of the names of serving Police officers with public institutions 
or works, such as libraries, hospitals, schools, roads, buildings, etc., is 
prohibited. Similarly, Police officers are prohibited from associating their 
names with such objects as shields, trophies, prizes, medals and cups. In 
exceptional circumstances, prior sanction of DGP should be obtained. 
 

8.26 Communication with the Press, Radio or Television 

No Police officer shall, in his personal capacity in any radio broadcast, social 
media post or in any document published anonymously or his own name or in 
the name of other person or in any communication to the press or in any 
public utterance make any statement of fact or opinion which has the effect of 
an adverse criticism of any current or recent policy or action of the Central 
Government or State Government or the Administration or which is capable of 
embarrassing the relations between the Central Government and the 
Government of any state; or which is capable of embarrassing the relations 
between the Central Government and the government of foreign State:-  

Provided that nothing in this rule shall apply to any statements made or views 
expressed by a Police officer in his official capacity or in the due performance 
of the duties assigned to him. 

 
8.27 Employment other than Police duties 

No Police officer, except with the previous sanction of the Government, permit 
his son, daughter or dependent to accept employment with any private firm 
with which he has official dealings or with any other firm having official 
dealings with the Government. 

Provided that where the acceptance of the employment cannot await the prior 
permission of the Government or is otherwise considered urgent the matter 
shall be reported to the Government and the employment may be accepted 
provisionally subject to the permission of the Government. 

No Police Officer shall take up any employment whatsoever, other than his 
official duties, save with the express and written permission of the Director 
General of Police.  This restriction is binding throughout every officer’s service 
whether on leave or on duty. 
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8.28 Movable, Immovable and Valuable property 

 i) Every Government servant shall on his first appointment to any service or 
post submit a return of his assets and liabilities, in such form as may be 
prescribed by the Government, giving the full particulars regarding - 

(a) the immovable property inherited by him, or owned or acquired by him or 
held by him on lease or mortgage, either in his own name or in the name of 
any member of his family or in the name of any other person; 

(b) shares, debentures and cash including bank deposits inherited by him or 
similarly owned, acquired, or held by him; 

(c) other movable property inherited by him or similarly owned, acquired or 
held by him; and 

(d) debts and other liabilities incurred by him directly or indirectly. 

NOTE 1.- Sub-rule (1) shall not ordinarily apply to Group ‘D’ servants but the 
Government may direct that it shall apply to any such Government servant or 
class of such Government servants. 

NOTE 2.- In all returns, the values of items of movable property worth less 
than Rs.10000 may be added and shown as a lump sum. The value of articles 
of daily use such as clothes, utensils, crockery, books, etc. need not be 
included in such return. 

NOTE 3.- Where a Government servant already belonging to a service or 
holding a post is appointed to any other civil service or post, he shall not be 
required to submit a fresh return under this clause. 

ii) Every Police official belonging to any service or holding any post included 
in Group 'A' and Group 'B' shall submit an annual return in such form as 
may be prescribed by the Government in this regard giving full particulars 
regarding the immovable property inherited by him or owned or acquired 
by him or held by him on lease or mortgage either in his own name or in 
the name of any member of his family or in the name of any other person. 

iii) Where a Police official enters into a transaction in respect of movable 
property, either in his own name or in the name of any member of his 
family, he shall, within one month from the date of such transaction, report 
the same to the prescribed authority, if the value of such property 
exceeds two months’ basic pay of the Government servant: 

iv) Provided that the previous sanction of the prescribed authority shall be 
obtained by the Govt. servant if any such transaction is with a person 
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having official dealings with him. 

v) All requests for obtaining prior sanction and making intimation about 
transactions in immovable and movable property may be made in the 
standard FORM No.-I 18(2) and FORM No.-II 18(3) of CCS (Conduct) 
Rules, 1964 or any other law/rules in force by the Govt. of India from time 
to time. 

vi) Subject to the condition which follow, any Police officer may possess or 
acquire land and other property. 

vii) Every Police officer on appointment or promotion to a rank above that of 
constable shall report to the concerned authority in prescribed form of 
CCS (Conduct) Rules details of all immovable property held by him, or by 
his/ her spouse, children, father, brothers or nephews at the time of such 
appointment or promotion. Any interest held by the officer in a joint Hindu 
family property should also be shown by him in the declaration. 

viii) No Police official shall, except with the previous knowledge of the 
prescribed authority, acquire or dispose off any immovable property by 
lease, mortgage, purchase, sale, gift or otherwise either in his own name 
or in the name of any member of his family: 

ix) Provided that the previous sanction of the prescribed authority shall be 
obtained by the Police official if any such transaction is with a person 
having official dealings with him.  

 
 
8.29 Return of Immovable Property 

a) By each calendar year, a report in the prescribed form should be prepared 
by every upper subordinate/Police officer and sent directly to the officer or 
the government, as the case may be in accordance with the rules and 
provisions made in this regard by the respective State govt. or the Police 
organization. 

On 31st January each year, every Police officer shall write up a fresh 
declaration form containing details of additional immovable property 
acquired, or previously declared immovable property disposed of, during 
the previous year by him or by the relatives as noted sub-rule above. 

 
b) The declarations of immovable property of Lower Subordinates shall be 

recorded with their character rolls. Those of upper subordinates with the 
declarations as to sources of income shall be recorded with their 
Confidential Files. 

 

8.30 Guidance by Superior Officers 
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Superior officers should encourage the subordinate officers to be upright, 
honest and faithful. They should put down with a firm hand arrogant, 
overbearing, rough or unmannerly conduct on the part of the subordinate 
Police officers whenever it comes to their notice. It should be realized that no 
matter how successful one may be in the detection of crime or proficient in 
any field of Police work, he/she is liable to be punished if he/she shows 
himself incapable of treating the public properly. 

 
8.31 Audience with senior officers & DGP 

All subordinate Police officers must obtain the written permission of the 
Superintendent of Police before seeking an interview with the Director 
General of Police or any higher authority on any matter. Such written 
permission must be produced at the time of the interview.  Failure to observe 
this order constitutes a breach of discipline. When the Superintendent of 
Police grants permission to an officer to interview the Director General of 
Police, he should forward to the Director General of Police with his remarks 
an application from the officer concerned stating the reasons for which the 
interview is required and should at the same time inform the applicant that he 
should not go for the interview until orders have been received by him. 

 
8.32 Orderly Room 

(a) Orderly Room shall be held by the officers of and above the rank of Dy. 
Superintendents of Police. The Officer presiding in Orderly Room is 
required: 

(i) to hear, and, so far as empowered, to pass orders on all requests and 
representations preferred by subordinates in proper manner. 

(ii) to hear, and, so far as empowered, to dispose without delay of 
defaulters’ cases. 

A Police Officer wishing to appear at Orderly Room to make a request or 
representation shall obtain the permission of his/her immediate superior 
officer to do so. 

Defaulters shall be produced in Orderly Room by the Officer preferring 
the charge against them. 

It shall be the duty of the Reader to be present at Orderly Room, and to 
produce the character rolls and personal files of all request men and 
defaulters if required for reference by the presiding officer. 

 
(b) A “Requests Register” in form 8.32 (b) shall be maintained for use in 

Orderly Room in which the Gazetted Officer presiding on each occasion 
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shall record brief details of each request or representation made, and the 
orders passed thereon by him/ her. 

(c)  A “Defaulter’s Register’ in form 8.32 (c) shall also be maintained for use 
in Orderly room in which the Gazetted Officer presiding on each occasion 
shall record brief details of charges preferred against each defaulter and 
the orders passed thereon by him/ her. 

(d) When Orderly Room is held by a Gazetted Officer other than the 
Superintendent, the Request Register and the Defaulter’s Register shall 
be submitted without delay to the Superintendent for his information and 
any orders which he may have to pass. 

(e) After the Superintendent of Police has seen the Request register and the 
Defaulters Register, they shall be sent to the concerned Inspector who 
shall be responsible that all orders passed thereon are given effect to in 
the proper manner.  The registers shall then be returned to the Reader in 
whose custody they shall usually remain. 

 
8.33 Petitions 

(a) Petitions includes a memorial, representation, letter or an application of 
the nature of a petition.  The following instructions shall be followed in 
the matter of submission, receipt and transmission of petitions 
addressed to the Hon’ble Lieutenant Governor or to the President in 
respect of matters arising out of service in the Police Force or the 
termination of such service etc. 

(f) Manner of submission of petition 

Every petition shall be legible and may preferably be typed.  Every 
petition shall be authenticated by the signature of the petitioner and shall 
be submitted by him in his own behalf.  Every petition and the 
documents accompanying it shall be in the official language of the Union. 

(c)   Contents of Petition 

 Every petition shall (a) contain all material statements and arguments 
relied upon by the petitioner; (b) be complete in itself and include a copy 
of the order complained against, as well as copies of orders, if any, 
passed by subordinate authorities; (c) Contain no disloyal, disrespectful 
or improper language; and (d) end with a specific prayer. 

(d) Method of Submission 

 Every petition shall be submitted to the concerned authority through the 
Superintendent of Police and shall be accompanied by a letter 
requesting the Superintendent of Police to transmit it to the said 
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authority. The Superintendent of Police shall forward the petition to the 
authority through the usual channel together with a concise statement of 
the facts, material thereto and all relevant papers and unless there are 
special reasons to the contrary an expression of his opinion thereon.  

(e)   Withholding of Petitions 

 The Superintendent of Police may in his discretion, withhold a petition 
when (a) the petitioner has not complied with any of the provisions stated 
above  or (b) the petition is a representation against an order 
communicated to the petitioner more than six months before the 
submission of the petition and no satisfactory explanation of the delay is 
given; or (c) a previous petition from the petitioner on the same subject 
has been disposed off by the authority to which the petition is addressed, 
discloses no new facts or circumstances which afford grounds for a 
reconsideration of the matter; or (d) the petition is a representation 
against a decision which is declared to be final by any law or statutory 
rule; or (e) the petition is an application for an employment under the 
Government not made in pursuance of any rule or announcement  
calling for applications for such employment; or (f) the petition relates to 
a subject on which the Superintendent of Police is competent to pass 
orders and no application for redress has been made by the petitioner to 
him or (g) the petition is a representation against the non-exercise in 
favour of the petitioner of a discretion vested in the Superintendent of 
Police (h) the petition is a representation against the discharge or 
termination of service by a competent authority of the petitioner having 
been appointed on probation, during or at the end of such probation or 
having been appointed to hold  temporary post on the expiration of the 
period of such appointment or having been engaged under an 
agreement or contract in accordance with terms of such agreement or 
contract, or (i) the petition is a representation against an order from 
which the petitioner has already exercised or has failed to exercise a 
right of appeal available under the rules or against an order by a 
competent authority in the exercise of appellate or revisional powers 
conferred by any rule, or order , regarding his condition of service or (j) 
the petition is a representation against an order of a competent authority 
refusing to grant or recommend a special pension or any pecuniary or 
other concession to which the petitioner is not entitled under any rules or 
orders or contract regulating his conditions of service. 

(f)  The authority which withholds a petition shall inform the petitioner of the 
withholding thereof and the reasons therefore.  A quarterly return 
specifying particulars of all petitions withheld and reason for withholding 
the same shall be submitted to the Administration by the Superintendent 
of Police. 
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In the rules under this chapter, the term ‘members of the family’ in 
relation to a Police officer includes: - 

The wife, child or stepchild of such Police officer whether residing with 
him or not, and any other person related, whether by blood or by 
marriage to the Police Officer or to such Police officer’s wife and wholly 
dependent on such Police officer, but does not include wife legally 
separated from the Police officer, or child or stepchild who is no longer in 
any way dependent upon him or of whose custody the Police officer is 
deprived by law. 

(g)  As regards possessions other than immovable property, Government 
reserves to itself the right to demand from any Police officer, should the 
public interests require that such a demand should be made an account 
of investments made or movable property acquired by him or by any of 
the near relatives specified in rule 8.33. 

(h)  The proper channel of communication between enrolled and Gazetted 
officers is through their immediate and intermediate superiors and the 
preferment of requests representations and other communications save 
through this channel shall not ordinarily be permitted. 

*********** 

Form 8.32 (b) 

 

Andaman & Nicobar Police 

 

REQUEST REGISTER 

S. No Date Rank & 
No. 

Name Summary of 
request 
made 

Order by 

Officer 
presiding in 
OR 

SP 
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Form 8.32(c) 

Andaman & Nicobar Police 
 

DEFAULTER’S REGISTER 

S. 
No 

Details of Defaulter 1) No. 
rank 
and 
name of 
officer 
making 
the 
charge 

2) 
Nature 
of 
Charge 

3) No., 
Rank & 
name of 
officers 
heard in 
support 
if any 

Defaulter’s 
reply to 
charge (to 
be thumb 
marked or 
signed by 
him) 

Orders 
passed by 
the 
disciplinary 
authority  

Order Book 
No. and date, 
if any and 
initials of the 
superintendent 
of Police 

Rank No. Name 

        

        

        

 

Note: - A serial Number will be given to each defaulter. In the event of a second or 
subsequent appearance the defaulter’s serial number will take the form of a fraction 
having the serial number originally allotted as the numerator and the number of his 
appearance as the denominator, e.g., if the defaulter originally entered at serial no. 
20 appears a second and third time the number allotted to him on these occasions 
will be 20/2, 20/3 and so on.  
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Chapter - 9 

DEPARTMENTAL ACTION, PUNISHMENTS AND APPEALS 
 

9.1 Introduction 

Reward and Punishment are two essential tools of administration and 
management. That good and commendable performance must be suitably 
rewarded and the dereliction of duty should be punished, are the two 
universally accepted principles of Administration. Use, utility and inevitability 
of these principles become more apparent for the organization like Police, 
where code of conduct, discipline and performance expectations occupy 
significant place in the overall professional milieu. The parameters, 
procedures and methods of punishment and departmental proceedings like 
those of the rewards, should also be based on judicious, objective and just 
foundations. For every category of personnel, separate rules and provisions 
are made for this purpose and Police organizations are no exception to this 
general rule. 

 
9.2 Classification of Punishments and Penalties 

The following penalties may for good and sufficient reason and as hereinafter 
provided, be imposed on a Police officer, namely: 

 9.2.1   Minor Penalties 
1. Censure. 
2. Punishment drill not exceeding 15 days. 
3. Forfeiture of increment without cumulative effect 
4. Recovery from Pay of the whole or part of any pecuniary loss caused 

to the Government by negligence or breach of orders. 

 9.2.2 Major Penalties 

1. Dismissal from service which shall ordinarily be a disqualification for 
future employment. 

2. Removal from service which shall not be a disqualification for future 
employment. 

3. Compulsory retirement. 
4. Reduction to a lower rank, grade or post or to a lower time scale or to a 

lower stage in a time scale for a specified period. 
5. Withholding of increments or promotion for a specified period with 

cumulative effect. 
6. Fine not exceeding one month’s pay. 

The table at Appendix 9.2 shows the authority by whom and the extent to 
which the above penalties may be awarded to Police officers of various ranks.  
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Explanation:- The following shall not amount to a penalty within the meaning 
of this rule. 

i. Withholding of increment of a Police officer for failure to pass 
departmental examination in accordance with rules governing the post 
as contained in this manual or the terms of his appointment; 

ii. Non promotion whether in a substantive or officiating capacity of a 
Police officer after consideration of his case, to a rank, grade or post 
for promotion to which he is eligible ; 

iii. Reversion to a lower rank, grade or post of a Police officer officiating in 
a higher rank, grade or post on the ground that he is considered, after 
trial, to be unsuitable for such higher rank, grade or post or on 
administrative grounds unconnected with his conduct ; 

iv. Reversion to his permanent rank, grade or post or a Police officer 
appointed on probation to another rank, grade or post during or at the 
end of the period of probation in accordance with the terms of his 
appointment or the rules and orders governing probation ; 

v. Replacement of the services of a Police officer whose services have 
been borrowed from a State Government or an authority under the 
control of a State Government at the disposal of the authority which 
had lent his services;  

vi. Compulsory retirement of a Police officer in accordance with the 
provisions relating to his superannuation or retirement. 

vii. Termination of the services of a Police officer appointed on probation 
during or at the end of the period of probation in accordance with the 
terms of appointment or the rules and orders governing probation. 

Note :-  “Disciplinary Authority in relation to the imposition of a penalty on a 
Police officer, means the authority competent under Appendix 9.2 to impose 
on him that penalty. 

 
9.3  Procedure for imposing minor penalties: 

No order imposing any of the penalties specified in rule 9.2.1 shall be passed 
except after :- 

a) The Police officer is informed in writing of the proposal to take action 
against him and of the allegations on which it is proposed to be taken 
and given an opportunity to make any representation he may wish to 
make ; 
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b) Such representation, if any is taken into consideration by the 
Disciplinary Authority or other officer empowered to award the penalty. 

c) If the disciplinary authority does not find merit in the representation by 
the erring officer then the disciplinary authority may take formal action 
by awarding censure. 

9.3.1 Censure 

An order of “Censure” is a formal and public act intended to convey that the 
person concerned has been guilty of some blameworthy act or omission for 
which it has been found necessary to award him a formal punishment. A 
record of the punishment so imposed is kept on the officer’s confidential roll 
and the fact that he has been ‘censured’ will have its bearing on the 
assessment of his merit or suitability for promotion to higher posts.  

 
9.4 Suspension 

The department may place an officer under suspension in following 
circumstances:-  

i. Where continuance in office of the Government Servant will prejudice 
the investigation, trial or any inquiry (i.e., apprehended tampering with 
witnesses or documents). 

ii. Where continuance in office of the Government Servant is likely to 
seriously subvert discipline in the office in which the Government 
Servant is working; 

iii. A Police officer who is detained in custody whether on a criminal 
charge or otherwise for a period exceeding forty-eight hours shall be 
deemed to have been suspended with effect from the date of detention, 
by an order of the authority empowered to suspend him and shall 
remain under suspension until further orders. 

iv. Corruption, embezzlement or misappropriation of Government money 
or money of a foreign employer under whom the Government Servant 
has worked on deputation or otherwise, possession of disproportionate 
assets, misuse of official powers for personal gain. 

v. Return to duty after desertion cause to unauthorized absence. 

vi. Refusal, or deliberate failure, to carry out written orders of superior 
officers. 

Suspension is not to be considered a specific punishment but where 
continuance of an officer in a specific office, pending enquiry into his 
conduct, is prejudicial to public interest. 
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9.5 (i) A Police officer under suspension shall be transferred to the Lines or any 
other place as mentioned in the suspension order if not already posted there, 
and shall normally reside in Lines if he is not with his family or allotted a 
Government quarter.  If he has his family with him or has been allotted a 
Government quarter in Port Blair, he will be permitted to reside in his quarter.  
In any case an officer, who is under suspension shall attend all roll calls held 
in lines daily and shall be required to perform such duties and to attend such 
parades as the Superintendent of Police (APU) may direct.  Provided that a 
suspended Police officer shall not be required to perform guard duty or any 
other duty entailing the exercise of the power and of responsibility.  He shall, 
immediately on his suspension and transfer to the Lines, deposit his belt 
appointment letter, arms and ammunition or other Government property 
issued to him, except articles of his uniform. 

 
(ii) A Police Officer under suspension, shall be given a subsistence grant of an 

amount equal to the leave salary on half average pay or on half pay and in 
addition dearness allowance based on such leave salary.  If, as the result of 
the enquiry of trial, he is either acquitted or punished, the assessment of 
subsistence grant shall be made in accordance with F.R -54. The subsistence 
allowance can be increased or reduced when the period of suspension 
exceeds or reduced when the period of suspension exceed 12 months under 
F.R -53. 

 
9.6 Period of Suspension 

 The period of suspension will be treated in accordance with Guidelines/ 
Circulars/ instructions issued by DoP&T/CVC/Govt. of India from time to time. 

 
9.7 Disciplinary Authority 

The Disciplinary Authority as stated in Appendix 9.2 is competent to take 
departmental action against erring officers is as under:-  

 
9.8 Preliminary Enquiry 

The Police officer appointed by the Disciplinary Authority will conduct a 
preliminary enquiry and shall record the statement of witness examined by 
him after satisfying himself as to the veracity of each witness.  Every 
statement so recorded shall be read over and if necessary, explained to the 
witness making it, who when he is satisfied that it has been correctly 
recorded, shall be required to sign or affix his thumb impression on it, under 
attestation by the Preliminary Enquiry officer in token of its correctness.  
When all the evidence has been recorded, the Preliminary Enquiry officer 
shall record and submit his finding and opinion as to whether or not the 
allegations are prima facie established, to the Disciplinary Authority along with 
all relevant documents collected during the course of preliminary enquiry. 
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9.9 Aspects of Departmental Enquiry before imposing major punishment 

 9.9.1 Memorandum of charge 

The Disciplinary Authority shall frame definite charges on the basis of the 
allegations on which the inquiry is proposed to be held.  Such charges 
together with a statement of the allegations on which they are based shall be 
communicated in writing to the Police officer and he shall be required to 
submit within such time as may be specified by the Disciplinary Authority, to 
him or to such inquiring officer appointed by him, a written statement of his 
defence and also to state whether he desires to be heard in person. 

 
9.9.2 Defence statement of charged official 

The Charged officer shall, for the purpose of preparing his defence, be 
permitted to inspect and take extract from such official records as he may 
specify, provided that such permission may be refused, if for reasons to be 
recorded in writing, in the opinion of the Disciplinary Authority such records 
are not relevant for the purpose or it is against the public interest to allow him 
access thereto. 

 
9.9.3  Enquiring Officer 

On receipt of the written statement of defence, or if no such statement is 
received within the time specified, the disciplinary authority or as the case 
may be, the inquiring officer may inquire into article of charges. 

 
9.9.4  Presenting Officer 

Where the Disciplinary Authority itself enquires into any article of charge or 
appoints an inquiring officer for holding an inquiry into such charge, it may, by 
an order, appoint a government servant to be known as the "Presenting 
Officer" to present on its behalf the case in support of the articles of charge. 

a) Presenting officer should verify that the Charge sheet has been actually 
delivered to the Charged Officer so that no problem arises as the enquiry 
begins. He should also verify that the reply of the Charge Sheet if any 
given by the Charged officer is on record and duly considered by the 
Disciplinary Authority. 

b) Presenting Officer should have discussion with the officer who investigated 
the matter and also have a look on the report of preliminary enquiry along 
with connected reports for first-hand knowledge of the case. 
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c) Presenting officer should acquaint himself fully with the departmental rules 
and technical aspects of the issues in dispute. 

d) Presenting officer should examine all documents to be produce in support 
of Article of Charge and to arrange for proof of the documents which the 
charged officer does not admit to the correct and hence, need to be 
proved. 

e) Presenting officer should examine carefully the defence documents 
permitted by the Enquiry officer for the Defence of the Charged Officer.  

f) Presenting officer should be polite towards the Charged officer and 
Defence witnesses. 

g) Presenting officer should take care that his written brief (Prosecution brief) 
is based on only on evidences adduced during the enquiry. He should 
avoid reference to any extraneous matter. 

 9.9.5 Defence Assistant 

The Charged Officer may present his case with the assistance of any other 
Police officer approved by the Disciplinary Authority, but may not engage a 
legal practitioner for the purpose unless the person nominated by the 
Disciplinary Authority is a legal practitioner or unless the disciplinary authority 
having regard to the circumstances of the case, so permits. 

a) When the Defence Assistant is a government employee he cannot have 
more than 03 cases on hand in which he is rendering defence assistance 
and he must be posted in any office either at the headquarters of the 
charged employee or the place where inquiry is held. This condition is 
relaxable in suitable case by the enquiry Officer for the reason to be 
recorded by him in writing.  

b) When the Defence Assistant is a retired civil servant, he should not act as 
Defence Assistant in more than 07 cases at a time. The retired govt. 
Servant should satisfy the enquiry officer that he does not have more than 
07 cases at hand including the case in question. 

  
9.10 Manner of holding enquiry by enquiry officer 

9.10.1 The Inquiring Officer shall, in the course of the enquiry consider such 
documentary evidence and take such oral evidence as may be 
relevant or material in regard to the charges.  The accused officer 
shall be entitled to cross-examine witnesses examined in support of 
the charges and to give evidence in person.  The Enquiring Officer or 
the person presenting the case in support of the charges shall be 
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entitled to cross examine the charged officer and the witnesses 
examined in his defence.  If the Inquiring Officer decline to examine 
any witness on the ground that his evidence is not relevant or 
material, he shall record his reasons in writing. 

Provided that the Inquiring Officer may bring on to the record the 
statement of any witness whose presence cannot in the opinion of 
such officer, be secured without undue delay, or expense or 
inconvenience, if he considers such statement necessary and 
provided that it has been made or recorded and attested by a 
Gazetted Officer.  

9.10.2  After the completion of DE proceeding, the Presenting Officer will 
submit his report in support of charges framed in memorandum of 
charge to the Inquiring Officer based on documentary and oral 
evidences as recorded in course of DE proceeding. 

9.10.3.The Inquiring Officer will forward the prosecution report/brief to the 
charged official, who will then submit his report as defence brief in 
support of his cause to the inquiring officer. 

9.10.4 The Inquiring Officer will then conclude his inquiry and prepare inquiry 
report, recording his findings on each of the charges together with 
reasons therefore.  If in the opinion of such officer the proceedings of 
the inquiry establish charges different from those originally framed it 
may record findings on such charges provided the finding on such 
charges shall not be recorded unless the accused officer has admitted 
the facts constituting them or has had an opportunity or defending 
himself against them. The inquiring officer will then submit the findings 
of departmental enquiry proceeding to the disciplinary authority.  

9.10.5 The Disciplinary Authority will thereafter supply the findings of inquiry 
officer to the charged official for submission of defence statement. 

 
9.10.6 The Disciplinary Authority after examining the inquiry report and 

defence statement may impose any major penalty in the following 
manner. 

S. 
No. 

Major punishment Show cause to be given by 
disciplinary authority after 
departmental enquiry 
proceeding before 
imposing penalty 

1 Dismissal from service Yes 
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2 Removal from service Yes 

3 Compulsory retirement Yes 

4 Reduction to a lower rank, grade or 
post or to a lower time scale or to a 
lower stage in a time scale for a 
specified period 

Yes 

5 Recovery from Pay of the whole or 
part of any pecuniary loss caused to 
the Government by negligence or 
breach of orders 

Direct punishment 

6 Withholding of increments or 
promotion for a specified period 

Direct punishment 

7 Fine not exceeding one month’s pay Direct punishment 

 

Where the penalty proposed is of major nature as given in table, the 
person charged should be supplied with a copy of the report of the 
Inquiring Authority and be called upon by the competent authority or 
such other officer authorized by it in this behalf to show cause within a 
reasonable time, not ordinarily less than one week, but not exceeding 
one month, against the findings of the Inquiring Authority.  Any 
representation in this behalf submitted by the accused Police Officer 
shall be duly taken into consideration and if he so desires should be 
heard in person before final orders are passed. 

 
9.11 The Final Order 

The final order containing the decision of the authority competent to impose 
the penalty should be a self-contained order. The order should set out briefly 
the relevant facts, findings of the Inquiring Authority. Disciplinary Authority's 
decision thereon with reasons in brief for any departure from the findings of 
the Inquiring Authority and it should be signed by the Disciplinary Authority. 

 
9.12 Entry of Punishment in Service book and in confidential personal file 

All punishments including judicial, awarded to subordinate Police Officers of 
the ranks of Police Inspectors, Sub-Inspectors and corresponding ranks will 
be entered in their service registers and also in their confidential personal 
files. In the case of subordinate Police Officers of other ranks, all punishments 
shall be entered in the Service registers and defaulter sheets attached to 
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confidential personal sheets. Similar action shall be taken in respect of all 
punishments including judicial, awarded to senior Police Officers.  
 

9.13 Joint Inquiry 

a) Where two or more Police officers are concerned in any case the authority 
competent to impose the penalty of dismissal from service on all such 
Police Officers may make an order directing that disciplinary action against 
all of them may be taken in a common proceeding. 

b) All officers facing joint enquiry shall be posted in the same station till the 
completion of proceedings. 

 
9.14 Special procedure in certain cases:  

Notwithstanding anything contained in these rules:- 

i. Where a penalty is imposed on a Police Officer on the ground on conduct 
which has left to his conviction of a criminal charge ; or 

ii. Where the Disciplinary Authority is satisfied for reasons to be recorded in 
writing that it is not reasonably practicable to follow the procedure 
prescribed in the said rules, or 

iii. Where the President is satisfied that in the interest of the security of the 
State, it is not expedient to follow such procedure. 

The Disciplinary Authority may consider the circumstances of the case and 
pass such orders thereon as it deems fit. 

 
9.15 Provisions regarding officer lent to State Governments etc. 

a) Where the services of a Government servant are lent to local or other 
authority (hereinafter in this rule referred to as “the borrowing authority”), 
the borrowing authority shall have the powers of the Appointing Authority 
for the purpose of placing him under suspension and of the Disciplinary 
Authority for the purpose of taking a disciplinary proceeding against him. 

Provided that the borrowing authority shall forthwith inform the authority 
which lent his services (hereinafter in this rule referred to as “the lending 
authority”) of the circumstances leading to the order of his suspension of 
the commencement of the disciplinary proceeding as the case may be. 

b) In the light of the findings in the disciplinary proceeding taken against the 
Police officer, the disciplinary authority may impose any punishment in 
accordance with CCS (Punishment and appeal rules) 

Explanation :- The Disciplinary Authority may make an order under this 
clause on the record to the inquiry transmitted by the borrowing authority, or 
after holding such further inquiry as it may deem  necessary. 



58 
 

 
9.16 Provisions regarding officers borrowed from State Government, etc. 

a) Where an order off suspension is made or a disciplinary proceeding is 
taken against a Police officer whose services have been borrowed from a 
State Government or an authority subordinate thereto or a local or other 
authority, the authority lending his services (hereinafter in this rule referred 
to as ‘the lending authority”) shall forthwith be informed of the 
circumstances leading to the order of his suspension or the 
commencement of the disciplinary proceeding, as the case may be. 

c) In the light of the findings in the disciplinary proceeding taken against the 
Police officer, the disciplinary authority may impose any punishment in 
accordance with CCS (Punishment and appeal rules) 
Explanation :- The Disciplinary Authority may make an order under this 
clause on the record to the inquiry transmitted by the borrowing authority, 
or after holding such further inquiry as it may deem  necessary. 

 
APPEALS 

 
9.17 Appeals against orders imposing penalties 

i. A Police Officer may appeal against an order imposing upon him any of 
the penalties specified in rule 9.2 to the authority specified in Appendix 
9.2. 

ii. An appeal against an order in a common proceeding held under rule 9.13 
shall lie to the authority to which the authority functioning as the 
Disciplinary Authority for the purpose of that proceeding is immediately 
subordinate. 

 
9.18 Appeal against other orders 

1. A Police Officer may appeal against an order which:- 

a) Denies or varies to his disadvantage his pay, allowances, pension or 
other conditions of service as regulated by any rules or by agreement 
or 

b) Interprets to his disadvantage the provisions of any such rules or 
agreement, to the Hon’ble Lieutenant Governor if the order is passed 
by the authority which made the rules or agreement, as the case may 
be or by any authority to which such authority is subordinate, and to the 
authority which made such rules or agreement, if the order is passed 
by any other authority. 

2. An appeal against an order :- 
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a) Reverting to a lower rank, grade or post a Police officer officiating in 
a higher rank, grade or post, otherwise them as a penalty ; 

b) Reducing or withholding the pension or denying the maximum 
pension admissible under the rules; and 

c) Determining the pay allowances for the period of suspension to be 
paid to a Police officer on his reinstatement or determining whether 
or not such period shall be treated as a period spent on duty for any 
purpose, shall lie – to the authority to whom an appeal against an 
order imposing upon him the penalty or dismissal from service 
would lie. 

 Explanation- In this rule :- 

a) The expression, “Police Officer”, includes a person who has ceased to 
be in Government service ; 

b) The expression ‘pension’ includes additional pension, gratuity and any 
other retirement benefit. 

 
 

9.19 Period of Limitation for Appeals 

No appeal under these rules shall be entertained unless it is submitted within 
a period of three months from the date on which the appellant receives a copy 
of the order appealed against. 

Provided that the appellate authority may entertain the appeal after the expiry 
of the said period, if it is satisfied that the appellant had sufficient cause for 
not submitting the appeal in time. 

 
9.20 Form and Contents of appeal 

1) Every person submitting an appeal shall do so separately and in his own 
name. 

2) The appeal shall be addressed to the authority to whom the appeal lies 
shall contain all material statements and arguments on which the appellant 
relies, shall not contain any disrespectful or improper language and shall 
be complete in itself. 

 
9.21 Records to be sent with Appeals 

Every appeal shall be forwarded to the appellate authority with an expression 
of opinion and with remarks on each paragraph of the appeal in regard to the 
accuracy of the statements made and inferences drawn. In forwarding 
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appeals, the records connected with the order appealed against and records 
of inquiry in the case of penalties should be forwarded to the appellate 
authority.  

 
9.22 Submission of appeals 

Every appeal shall be submitted to the authority which made the order 
appealed against :- 

Provided that if such authority is not the head of the office in which the 
appellant may be serving or, if he is not in service, the head of the office in 
which he was last serving, or is not subordinate to the head of such officer, 
the appeal shall be submitted to the head of such office who shall forward it 
forthwith to the said authority. 

 
9.23 Withholding of appeals 

1) The authority which made the order appealed against may withhold the 
appeal if:  

i) It is an appeal against an order from which no appeal lies; or 

ii) It does not comply with any of the provisions of rule  9.20 ; or 

iii) It is not submitted within the period specified in rule 9.19 and no cause 
is shown for the delay or 

iv) It is a repetition of an appeal already decided and no new facts or 
circumstances are adduced : 

Provided that an appeal withheld on the ground only that it does not 
comply with the provisions of rule 9.20 shall be returned to the 
appellant and, if resubmitted within one month thereof after compliance 
with the said provisions, shall not be withheld. 

2) Where an appeal is withheld, the appellant shall be informed of the fact 
and the reasons therefore. 

3) At the commencement of each quarter, a list of the appeals withheld by 
any authority during the previous quarter together with the reasons for 
withholding them shall be furnished by that authority to the appellate 
authority. 

 
9.24 Transmission of Appeals 

1) The authority which made the order appealed against shall, without any 
avoidable delay, transmit to the appellate authority every appeal which is 
not withheld under rule 9.23 together with its comments thereon and the 
relevant records. 
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2) The authority to which the appeal lies may direct transmission to it of any 
appeal withheld under rule 9.23 and there upon such appeal shall be 
transmitted to that authority together with the comments of the authority 
withholding the appeal and the relevant records. 

In the case of an appeal against an order imposing any of the penalties 
specified in rule 9.2.1 & 9.2.2, the appellate authority shall consider – 

a) Whether the procedure prescribed in these rules has been complied 
with and, if not whether such non-compliance has resulted in failure of 
justice. 

b) Whether the findings are justified; and 

c) Whether the penalty imposed is excessive, adequate or inadequate 
and pass orders. 

i. Setting aside, reducing, confirming or enhancing the penalty; or 

ii. Remitting the case to the authority which imposed the penalty or 
to any other authority with such direction as it may deem fit in 
the circumstances of the case. 

Provided that – 

1. The Appellate Authority shall not impose any enhanced penalty which 
neither such authority nor the authority which made the order appealed 
against is competent in the case to impose : 

2. No order imposing an enhanced penalty shall be passed unless the 
appellant is given an opportunity of making any representation which 
he may wish to make against such enhanced penalty ; and 

3. If the enhanced penalty which the Appellate Authority proposes to 
impose is one of the penalties specified in 9.2.2 of Rule 9.2 and an 
inquiry under rule 9.9 has not already been held in the case, the 
appellate authority shall, subject to the provisions of rule 9.14, itself 
hold such inquiry or direct that such inquiry be held and thereafter on 
consideration of the proceedings of such inquiry and after giving the 
appellant an opportunity of making any representation which he may 
wish to make against such penalty, pass such orders as it may deem 
fit. 

In the case of an appeal against any order specified in rule 9.18, the 
Appellate Authority shall consider all the circumstances of the case and 
pass such orders as it deems just and equitable. 

 
9.25 Travelling Expenses to the witnesses 

Private witnesses summoned in departmental enquiries shall be entitled to 
journey expenses and, if detained for more than twelve hours, to suitable 
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detention allowance.  Such expenditure shall be paid out of the allotment for 
‘contingencies’ Government servants who are called as such witnesses shall 
be entitled to travelling allowance in accordance with the following instructions 
:- 

a) Every person, whether he is a central or state Government servant or not, 
who is called to give evidence in a departmental inquiry by either the 
Government or the government servant against whom the inquiry is being 
held, shall be entitled for payment of travelling and other expenses as laid 
down in these instructions. 

b) Where the witness is a Central Government Servant, he shall be entitled to 
receive, in respect of the attendance before the authority holding the 
departmental inquiry, from the Department or Ministry under which he is 
serving for the time being payment of a traveling allowance as on tour 
under S.R. 154. 

c) Where the Government Servant is called in the departmental inquiry to 
give evidence as to facts which have come to his knowledge in the 
discharge of his public duties the minimum time required to be spent by 
him on the journey to and from the place where the inquiry is held and the 
days on which he is required to remain present before the authority 
holding the inquiry shall be treated as on duty. 

Provided that if the Government servant is on leave then entire time spent 
shall be treated as a part of the leave and he shall not be deemed to have 
been recalled to duty. 

d) Where a Government servant is called by any authority holding the 
departmental inquiry to give evidence as to facts which have come to his 
knowledge at a time when he was not in Government service he may be 
paid travelling allowance. 

e) Where the witness is a State Government Servant, he shall be entitled to 
receive in respect of the attendance before the authority holding the 
departmental enquiry, from the State Government such travelling 
allowance and/or daily allowance as may be admissible to him under the 
rules applicable. 

f) Where a person who has been a Government servant is called to give 
evidence as to facts which have come to his knowledge in the discharge of 
his public duties or a person who is not a Central Government or a State 
Government servant is called to give evidence before any authority holding 
a departmental inquiry such person shall be entitled to claim from the 
Ministry or Department under who the Government servant against whom 
the enquiry is being held is for the time being serving travelling allowance 
under S.R. 190. 
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g) The foregoing instructions shall also apply to a person nominated by the 
Disciplinary Authority to present the case in support of the charge before 
the authority holding the departmental inquiry, or assisting the Government 
servant against whom the inquiry is held in presenting his case.   

h) All expenditure on travelling allowance paid to a Government servant 
under these instructions shall be debited to the Travelling Allowance grant 
or the Contingent grant as the case may be. 

 
9.26 Reinstatement and Payment of Arrears 

In cases where an order of dismissal, removal or compulsory retirement 
passed by the competent authority is set aside in appeal or revision or under 
an order of court of law and the Police Officer is reinstated in service on 
grounds of equity, the questions as to what pay and allowances should be 
allowed for the intervening period and whether or not the period should be 
treated as duty will be dealt with under Rules. 

 
9.27 Register of Punishments 

All the Superintendent of Police and Unit In charges will maintain a 
register of punishments in which the details of all the inquiries instituted 
against the Police Officers in the charge will be entered. 

********  
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Appendix-9.2 

Disciplinary and Appellate authority:- the table below shows the authority by whom 
and the extent to which the punishments stated in rule 9.2 may be awarded to Police 
Officer of various ranks; and the Appellate Authority in each case. 

Sl 
No. 

Penalties Inspectors of 
Andaman & Nicobar 

Police 

Sub-Inspectors or 
equivalent rank, 
Assistant Sub-
Inspectors or 

equivalent rank 

Head constable, 
Police Constable, 

Follower 

  Disciplinary 
Authority 

Appellate 
Authority 

Disciplinary 
Authority 

Appellate 
Authority 

Disciplinary 
Authority 

Appellate 
Authority 

1. Dismissal from 
service which 
shall ordinarily 

be a 
disqualification 

for future 
employment. 

DGP HLG ADGP/IGP DGP SP DIGP 

2. Removal from 
service which 
shall not be a 

disqualification 
for future 

employment. 

DGP HLG ADGP/IGP DGP SP DIGP 

3. Compulsory 
retirement. 

DGP HLG ADGP/IGP DGP SP DIGP 

4. Reduction to a 
lower rank, 

grade or post 
or to a lower 

time scale or to 
a lower stage in 
a time scale for 

a specified 
period. 

DGP HLG ADGP/IGP DGP SP DIGP 

5. Fine not 
exceeding one 
month’s pay. 

DGP HLG ADGP/IGP DGP SP DIGP 

6 Withholding of 
increments or 

promotion for a 

DGP HLG ADGP/IGP DGP SP DIGP 
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specified period 
with cumulative 

effect. 

7 Censure. 

 

SP and 
above 

HLG SP ADGP/IGP SP DIGP 

9 Forfeiture of 
increment 

without 
cumulative 

effect 

DGP HLG SP ADGP/IGP SP DIGP 

10 Recovery from 
any of the 

whole or part of 
any pecuniary 
loss caused to 

the 
Government by 
negligence or 

breach of 
orders. 

DGP HLG ADGP/IGP DGP SP DIGP 

 

 

 

 

11 Punishment 
drill not 

exceeding 15 
days 

Not 
applicable 

Not 
applicable 

Not 
applicable 

Not 
applicable 

DySP Not 
applicable 

 

 

  



66 
 

Chapter - 10 
 

PROSECUTION AND SUITS 
 

The provisions of Article 311 (2), Section 197 Cr.PC. and also the provisions 
of limitation, as available in the Police Acts provide certain safe guards to 
Police Officers, when criminal or departmental proceedings are initiated 
against them. A proper appreciation of the above provisions would ensure the 
ends of law and natural justice, while dealing with complaints against Police 
Officers.  

 
10.1 When a disciplinary offence on the part of a Police Officer can be adequately 

punished departmentally such officer shall not be prosecuted under Section 
29 of the Police Act nor shall an upper subordinate under any circumstances 
be so prosecuted without the sanction of Director General. Prosecution of 
Police officer for non-cognizable offences are to be deprecated. A criminal 
court may award either imprisonment which involves dismissal or fine.  Both 
fine and dismissal can be awarded departmentally and all that can be gained 
by a criminal prosecution is a few months’ imprisonment which ruins the 
man’s reputation and may possibly turn him into a bad character for life.  The 
only cases which form an exception are:- 

(a) Cases in which the offender is incorrigibly bad character and it is 
desirable to make an example of him; 

(b) Cases of escape from lawful custody due to culpable negligence or 
collusion in which case an officer concerned should as a rule be 
prosecuted and if convicted should be dismissed from the force; 

(c) Cases of peculiar aggravation in which the interests of public justice 
demand a public prosecution and trial.  

 
10.2  Punishment after conviction 

1) The following guidelines should be followed in awarding punishments to the 
accused Police Officer after he is convicted for any offence by a court of 
law.  

(i) A conviction on a criminal charge does not automatically entail 
dismissal, removal or reduction in rank. The penalty imposed upon 
should not be arbitrary or grossly excessive or out of all proportion to 
the offence committed or one, not warranted by the facts and 
circumstances of the case. The disciplinary authority is to take the 
conviction as sufficient proof of misconduct on the part of the officer 
and has thereafter to decide  

(a)Whether the conduct which has led to the conviction on a criminal 
charge was such as to warrant the imposition of any penalty and  
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(b)If so what should be the penalty or quantum of penalty.  

(ii) The disciplinary authority must study the judgment of the criminal court 
and take into consideration all the facts and circumstances of the case 
and also factors such as  

(a) The entire conduct of the officer  

(b) The gravity of the offence committed by him  

(c) The impact of his misconduct which is likely to have on the 
administration  

(d) Whether the offence for which he was convicted was of a technical 
or trivial nature and  

(e) The extenuating factors if any present in the case.  

(iii) The Disciplinary Authority should do this exercise ex-parte (Suo Moto) 
and he need not hear the Police officer concerned before deciding 
upon the punishment to be imposed.  

(iv) If an officer appeals to a higher court and gets a stay order and is in 
the meanwhile dismissed or any other punishment awarded by the 
department, the stay will be infructuous. Even in case he appeals to 
higher court and gets a stay for the suspension of sentence, the 
process of dismissal or other punishment can be taken up by the 
department, irrespective of the stay of sentence, unless the conviction 
is also stayed.  

(v) Conviction and sentence to pay fine or released on probation under 
P.O. Act. Police officers convicted but released on probation of good 
conduct under section 4 of Probation of Offenders Act can be 
dismissed or removed from service or otherwise punished on the 
ground of misconduct which led to conviction on criminal charge. In 
criminal trial the conviction is one thing and sentence is another. The 
court while invoking the provisions of section 3 or 4 of the Probation of 
Offenders Act does not deal with the conviction. It only deals with the 
sentence, which the offender, has to undergo. Instead of sentencing 
the offender the court releases him on probation of good conduct. 
However the conviction remains untouched and the stigma of the 
conviction is not obliterated. Section 12 of the Act does not preclude 
the department from taking action for misconduct, which leads, to the 
offence and to his conviction thereon as per law.  

 
10.3 Procedure on acquittal in a Criminal case 

When a Police Officer has been tried and discharged or acquitted on a 
criminal charge, he shall not be punished departmentally on the same charge 
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or on a charge based on evidence which has been rejected by the court.  
Provided that when a criminal charge against a Police officer has failed solely 
for technical reasons or when the court notes the facts as suspicious but gives 
the accused the benefit of doubt or records the opinion that witnesses have 
resiled through the exercise of influence upon them ; or when though an 
acquittal is ordered on the main charge, facts are brought to light in the course 
of the trial which justify a separate departmental charge the acquittal or 
discharge (either as a result of the case having been compounded or 
otherwise) shall not in itself be a bar to departmental action, nor shall such an 
acquittal be regarded as an honorable acquittal for the purpose of 
Fundamental Rule 54.  In such cases the Superintendent of Police may, with 
the concurrence of the Director General of Police in the case of an upper 
subordinate proceed to take departmental action in accordance with these 
rules. Before deciding to launch a departmental enquiry or while disposing a 
pending enquiry in the case of a Police Officer, who is acquitted by the 
Criminal Court, the competent authority is under an obligation to apply his 
mind to the requirements prescribed to decide whether it is a fit case to defer 
from the rule of verdict of the Court or not. 

 
10.4 Rule for the defence of Police Officers in Criminal Prosecutions and 

Civil Suits for acts done by them in their official capacity 

(i) Police Officers will always be protected when it appears to the UT 
Administration/ Police Department that they have acted in good faith.  

(ii) If the UT Administration/ Police Department decides not to undertake 
defence or to act on behalf of the Police Officer the officer may take such 
measures, as he considers necessary at his own expense to conduct 
prosecution on his behalf or to defend himself. If the verdict is in his favour 
the Government will ordinarily reimburse his reasonable expenses.  

(iii) When criminal proceedings are instituted against a Police Officer, either 
by UT Administration/Police Department or with their sanction, the UT 
Administration/ Police Department as a general rule, decline to undertake 
his defence. However in exceptional cases where the Police Officer 
concerned is unable to arrange his defence at his own expense on 
account of financial or other valid reasons, the UT Administration/Police 
Department may sanction the defence, provided that,  

(a) The Police Officer undertakes to refund the entire sum incurred by the 
UT Administration/Police Department in connection with the conduct of 
his defence, if the case does not end in his favour and  

(b) The UT Administration/Police Department are satisfied about the 
possibility of recovering such sum from the Police officer.  
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(iv) When in pursuance of these rules a Police Officer engages, and is 
permitted to engage, a counsel for his defence, the UT 
Administration/Police Department will reimburse the expenditure to the 
extent it is allowed to the UT Administration/Police Department counsel in 
the concerned court as per rules prevailing.  

(v) When a Civil suit is threatened to be launched against a Police Officer for 
acts done in the discharge of his official duties and if a notice is given prior 
to the filing of suit and/ or if a written statement is to be filed by the Police 
officer in connection with the suit pending, a copy of his reply to such 
notice or his written statement shall be submitted to the DGP through 
proper channel. If the unit head decides to defend the Police Officer, he 
should examine the reply submitted and issue suitable guidelines after 
taking legal advice.  

 
10.5 Proceedings in respect of matter not connected with official duties or 

position of the Police Officer.   

Government will not give any assistance to a Police Officer or reimburse the 
expenditure incurred by him in the conduct of proceedings in respect of 
matters not arising out of or connected with, his official duties or his official 
position irrespective of whether the proceedings were instituted by a private 
party against the Police Officer or vice versa.  

 
10.6   Criminal Prosecution & Civil Suits by Police Officer 

(i) Defamation: Sometimes a Police Officer faces defamatory remarks, 
statements or imputations in respect of his conduct in discharge of his 
official functions, made by individuals or published in newspapers. In such 
cases they may decide to launch a criminal case of defamation u/s 500 
I.P.C. and they may apply to the UT Administration/Police Department for 
sanction to prosecute. Every complaint referred to, the UT 
Administration/Police Department shall set forth the facts which constitute 
the offence alleged, the nature of such offence, and such other particulars 
as are reasonably sufficient to serve notice to the accused of the offence 
alleged to have been committed. If the UT Administration/Police 
Department accord sanction, the Public Prosecutor shall file a complaint in 
the Sessions Court directly without being committed to it through the lower 
court and the Public Prosecutor will conduct the prosecution at the cost of 
A & N Administration. Whenever the Head of the Department or Unit 
comes across such derogatory remarks published in press or otherwise 
they should take initiative in the matter in this manner.  
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(ii) If the sanction of the UT Administration/Police Department could not be 
obtained, the Police Officer may file a complaint on his own in the court as 
per the ordinary procedure.  

(iii)The institution of a civil suit on behalf of the State requires the sanction of 
the UT Administration/Police Department. In all such suits and in suits by 
or against Police Officers which go to the UT Administration/Police 
Department for sanction the plaints and written statements should except 
in cases of emergency require approval of the UT Administration/Police 
Department, before they are filed. After the approval, the DGP can act 
further on behalf of the UT Administration/Police Department and if a civil 
suit is instituted against the UT Administration in connection with a matter 
concerning the Police department, the district  Superintendent of Police, 
shall refer the matter to the DGP for orders. As the defence of such suits 
ordinarily falls upon the Government Pleader of the area. 

 
10.7  Under Article 351 of the Civil Service Regulations, future good conduct is an 

implied condition of the grant of every pension and Government has the right 
to withhold or withdraw a pension or any part of it if the pensioner is convicted 
of a serious crime or found guilty of grave misconduct.  It is, therefore, 
necessary to ensure that cases where pensioners are convicted by a Court of 
any crime are also brought to the notice of Government.  Police Prosecutor 
shall ensure the prompt intimation of such cases to the administrative 
authorities concerned.   

 
10.8 Assistance to be given to Police Officers - when they sue or be sued, 

prosecute or be prosecuted for acts done in discharge of their Official 
duties 

The Police Department and the Administration should protect and support 
officers who are harassed by litigation discharging his/her legitimate duties. 
False and malicious allegations are often made against Police Officers with a 
view to hamper and embarrass them in the proper discharge of their duties. 
He/She shall be given all protection by extending legal aid, financial support 
and such other departmental / administrative assistance as may be deemed 
proper in each case. 

 
10.9 Anonymous/Pseudonymous Complaint: In case of an Anonymous/ 

Pseudonymous complaint, DoPT’s OM & Chief Vigilance Commission’s 
(CVC’s) Circular in this regard shall be followed & the complaints are to be 
closed accordingly. 

 
10.10 Claims for loss of services against members of the public for injury 

caused by them to Police Officers 
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Police Officers should report promptly to DGP through their superior officers 
the full facts regarding any injury sustained incapacitating them from service 
either temporarily or permanently, whether on or off duty owing to the 
negligence of a member or members of the public.  

 

10.11 Legal advice to be obtained in regard to litigation affecting the UT 
Administration/ Police Department 

The UT Administration considers it desirable that, in regard to litigation by or 
against the Administration, legal advice should always be obtained before a 
suit is instituted or the defence of a suit undertaken on behalf of the UT 
Administration. It is not necessary that such advice should be obtained merely 
because the notice of a suit against the Administration is given under section 
80 of the Code of Civil Procedure but in important cases it may be desirable 
for the Officer dealing with the notice to obtain legal advice regarding it. The 
Officers though are competent to sanction the filing or defence of suits on 
behalf of the Administration they are not bound to follow the legal advice, and 
if they decide to reject it, they must place the reasons for their decision clearly 
on record.  

 
10.12 Appearance and preparation of affidavits and counter-affidavits in writs 

filed against the Police Department. 

(i) In cases where the Police has been impleaded as party, the HOD/DGP will 
approve counter-affidavit and swear to it before filing it in the High Court.  

(ii) In other cases involving small matters of local importance, of which the 
Police has no special knowledge or where no general issues are involved, 
no useful purpose will be served by the counter affidavit being approved 
by the DGP. In such cases, the draft counter-affidavit need not be 
submitted to the DGP for approval, provided that the IGP ensures that the 
public interest is safeguarded, that the counter affidavit brings out the 
views of the department clearly. 

 
10.13 Writs against Police Officers 

Whenever any writ is filed against a Police Officer, the respondents concerned 
who are directly involved, should promptly prepare a well drafted reports for 
preparing a counter affidavit, and if necessary by consulting the prosecuting 
officer or can take opinion from legal cell, before taking the approval of 
Government Pleader (GP).  

 
************** 
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Chapter – 11 

SERVICE RECORDS 

11.1  Records of Service 

The Service Book of a Government servant is a document to record all the 
events in his/ her entire service period and career, recording each and every 
administrative action qua the Government servant right from the stage of his 
recruitment till his retirement to reflect the history of service of a Government 
employee. 

11.2 Contents of Service Book 
 

11.2.1 Part I of the prescribed format of the Service Book reflects the Bio data 
of the employee and will include the following details 

a) Individual record sheet containing birth proof, education qualifications 
and other certificates. 

b) Health Certificate and Medical Examination certificate. 

c) Attestation form/Character and Antecedent certificate. 

d) Offer of Appointment. 

e) Appointment Order. 

f) Oath of Allegiance. 

g) Marital Status. 

h) Home Town Declaration. 

 
Soon after enlistment and after verification of character, a “Character Roll” 
also known as Part I of service book in form 11.2 shall be prepared for each 
recruit in his presence.  When the roll is otherwise complete, the recruit shall 
be taken before a Gazetted officer and shall in his presence sign the form or 
agreement printed as item 4 in the roll and affix his signature.  The Gazetted 
officer before signing the roll, shall satisfy himself that the recruit understands 
the purport of the agreement, and that the recruit is satisfied that his age and 
other details been correctly recorded. 

11.2.2 The Part II A of the Service Book includes entries of the following 
certifications/nominations in respect of a Government employee 

a. Family Particulars with due certification from the 
Government servant that he has furnished the details of the 
family members for filing nomination in GPF/NPS, 
UTGEIS(Union Territory Government Employee Insurance 
Scheme), DCRG and Family pension). 
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b. Nomination for Central Govt. Employees Group Insurance 
Scheme (CGEGIS) with similar certification as indicated 
above. Further leave encashment details, testimonials and 
other documents referred to and relied upon will be 
maintained in this part. 

c. Declaration of Movable and Immovable property 

Rule 18 (1) (i) of the CCS (Conduct) Rules, 1964 prescribes that 
every Government servant shall on his first appointment to any 
service or post submit a return of his assets and liabilities, in 
such form as may be prescribed by the Government, giving the 
full particulars regarding-  

i. The immovable property inherited by him, or owned or 
acquired by him or held by him on lease or mortgage, either 
in his own name or in the name of any member of his family 
or in the name of any other person;  

ii. Shares, debentures and cash including bank deposits 
inherited by him or similarly owned, acquired, or held by 
him;  

iii. Other movable property inherited by him or similarly owned, 
acquired or held by him; and  

iv. Debts and other liabilities incurred by him directly or 
indirectly.  

 
11.3 Maintaining Service Book 

(a) Service Books in Form F.R. 10 as required by Articles 73 and 74 Civil 
Account Code, shall be maintained for all upper subordinates and 
establishment appointed otherwise than under the Police Act to whole time 
pensionable employment. 

(b)  Service Books shall be kept in the office in which the pay of the person 
concerned is drawn. Entries in Service Books shall be in Hindi/English and 
shall be properly attested by the Superintendent of Police. 

(c) Service Books shall be taken up for verification of pensionable service in 
January each year.  After satisfying himself that the services of the Police 
officer concerned are correctly recorded in his service book, the 
Superintendent of Police should record in it a certificate in the following 
form over his signature: - 

  “Service verified from………..to…………  according to Pay Bill Register 
& other records (The record from which the verification is made)”. 
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(d) When a Police officer is transferred from the force to another office, the 
Superintendent should record in the service book over his signature, the 
result of the verification of service with reference to pay bills and 
acquittance rolls, in respect of the whole period during which the officer 
was employed under him. 

(e) There shall be mandatory revision of entries in service book every 10 
years of service. The Establishment In-Charge shall be responsible for the 
same, and the concerned officer shall counter verify the information as 
submitted by him. 

(f) Service Book must be shown to the Government servants once every year 
and their signatures obtained therein as a token of their having inspected 
the Service Book. 

 
11.4 Personal Files 

A personal file shall be maintained by the Character Roll Clerk for every 
enrolled Police officer.  These files are intended for the record or original 
orders and papers concerning officer’s service and conduct and are 
supplementary to the Character Roll.  The personal file of Police officers who 
have quit the service or died shall be kept in a separate bundle for three 
years, after which they will be destroyed. 
 

11.5 CONFIDENTIAL REPORTS 

The performance of every Government servant is assessed annually 
through his/her Annual Performance Assessment Report (earlier 
Annual Confidential Report), which is an important document 
providing the basic and vital inputs for assessing the performance of 
the Government servant and for assessing suitability for further 
advancement in his/her career on occasions like confirmation, 
promotion, selection for deputation, selection for foreign assignment 
etc. Performance appraisal is a tool for human resource development 
in order to enable a Government servant realize his true potential.  
 

1. The performance in respect of Upper and Lower Subordinates is assessed 
annually through the Assessment Report that is written by their reporting 
Officer. Performance appraisal is meant to be a joint exercise between the 
Government servant reported upon and the Reporting Officer.The 
Reporting Officer should, as a rule, have sufficient knowledge of the work 
and qualities of the employee reported upon, and submit it to the 
Reviewing Officer. If the reviewing officer does not fully agree with the 
Reporting Officer, he should indicate the nature and extent of such 
difference. 
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2. The Assessment Report guides the defects and shortcomings, of the 
officer reported and decides the future career advancement. 

3. Thus, the system of APAR has two principle objectives. First and foremost 
is to improve the performance of the subordinate in his present job. The 
second one is to assess his potentialities and provide him appropriate 
feedback and guidance for correcting his deficiencies and improving his 
performance.  

4. If a Reporting/Reviewing Officer is under suspension when the Annual 
Performance Assessment Report has become due to be written/reviewed, 
it may be written/reviewed by the officer concerned within two months from 
the date of his having been placed under suspension or within one month 
from the date on which the Report was due, whichever is later. 

5. The full APAR including the overall grade and assessment of integrity shall 
be communicated to the concerned officer after the Report is complete 
with the remarks of the Reviewing Officer and the Accepting Authority 
wherever such system is in vogue.  

6. The concerned officer shall be given the opportunity to make any 
representation against the entries and the final grading given in the Report 
within a period of fifteen days from the date of receipt of the entries in the 
APAR. The representation shall be restricted to the specific factual 
observations contained in the report leading to assessment of the officer in 
terms of attributes, work output etc. While communicating the entries, it 
shall be made clear that in case no representation is received within the 
fifteen days, it shall be deemed that he/she has no representation to make. 
 

11.6 Maintenance of APAR 

APAR rolls shall be arranged according to district constabulary numbers and 
kept in a locked cupboard under the custody of I/C Confidential Cell (PHQ), 
who will be responsible that they are neither damaged nor tampered with.  

 
11.7 Uniform year (Financial) for writing APAR 

The reporting period of the confidential reports shall be co terminus with the 
financial year (April-March) in order to fall in line with the majority of the 
Services and to coincide with the period of Annual Action Plan of the 
Ministries/Departments of the Government of India.  

 
11.8 Periodicity of writing 

1. The assessment of the performance of Police officers should cover a 
definite period over which it is possible to form a reasonably correct 
assessment. With this end in view, APARs are recorded for the period 
covered by the financial year.  
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2. Normally there should be only one report covering the year. There may, 
however, be occasions where it becomes necessary to write more than 
one report during a year by different Reporting Officers, when the 
Reporting Officer or the officer reported upon, is transferred or deputed 
elsewhere for a period of more than three months, etc. In that event, the 
condition stipulated is that, the Reporting Officer has at least three months’ 
experience on which he can base his report on the officer reported upon. 
When more than one report is written, each report should indicate 
precisely the period covered by it. If the period of observation happens to 
be less than three months, this fact only need be indicated in the report. At 
any rate, a report must be written invariably at the end of the year which 
must be done within one month.  

3. The annual report should be recorded within one month of the expiry of the 
report period. Any delay in this regard should be adversely commented 
upon. If there is delay in submission of self-appraisal by the officer 
reported upon, the Reporting Officer should give the report without self-
appraisal making a suitable note.  

4. If two or more Reviewing Officers are working during the year, The 
Reviewing officer whose period is more than other Reviewing Officer 
should be reviewed in Annual Performance Assessment Report. 

11.9  Representation against adverse remarks 

1. The Competent Authority for considering adverse remarks under the 
existing instructions may consider the representation, if necessary in 
consultation with the Reporting and Reviewing officer and shall decide the 
matter objectively based on the material placed before him within a period 
of thirty days from the date of receipt of the representation.  

2. All representations from lower subordinates and upper subordinates 
against adverse remarks should be examined by the Reviewing officer in 
consultation with the Reporting Officer.  

3. The decision of the officer and the final grading will be communicated to 
the concerned officer reported upon within fifteen days and a copy of 
communication of final grading will be kept in the dossier.  

 
11.10 Transfer of Reporting and/or Reviewing Officer in the middle of the 

reporting year 

1. If an officer is transferred during the middle of the reporting year, he 
should immediately write the APAR of his subordinates in respect of the 
year for the period up to the date of his transfer, provided that the period is 
at least four months and the reports should be submitted to the reviewing 
officer who will retain them in his custody and record his remarks in the 
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reviewing portions in the last of the reports for the year, taking into account 
the reports for the previous portions of the year also, submitted to him by 
the transferred officers, at the time of their transfer. If the reviewing 
authority is transferred not simultaneously with Reporting Officer, but after 
sometime, he will hand over such reports to his successor and the 
successor will review the reports if he happens to have three months 
experience. Otherwise, the previous reviewing officer will review the report 
at the end of the year.  

2. If, however a reviewing authority retired while there is no change in the 
Reporting Officer and the subsequent reviewing authority does not have 
three months experience of the work and conduct of the reportee, the 
reviewing portion will be left blank with a suitable note, recorded therein. 
This note can be recorded by the new reviewing authority who could not 
review the report because he did not have even three months experience 
or by the Reporting officer himself.  

 
11.11 Reporting of APAR  

1. The annual report should be recorded within one month of the expiry of the 
report period. 

2. When there is no reporting officer with the requisite experience of three 
months or more during the period of report, the reviewing officer himself 
may initiate the report as a reporting officer, provided the reviewing officer 
is the same for the entire period of report. 

3. If the reporting officer/reviewing officer is under suspension, then the 
confidential report may be got written/reviewed by the officer concerned 
within two months of his being placed under suspension or within one 
month from the date on which the report was due, whichever is later. 

4. With respect to officers who have undergone training in approved or at 
institutions in India or abroad the following procedure should be adopted:- 

a. Whenever an officer attends an approved course of study or training 
the fact of his leaving done so should be entered in his confidential 
report. 

b. The report, if any, received from the head of the institution should 
either be placed in original in the confidential dossier of the officer or 
the substance of it. 

c. An entry about the report submitted by the officer on his study/training 
done should also be mentioned in his confidential report, if it is either 
outstanding or of poor quality, indicating how the officer made use of 
his period of study or training. 
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5. When the reporting officer retire or demits office, he may be allowed to 
give the report on his subordinates within a month of his retirement or 
demission of office. However, a reviewing officer cannot review the APAR 
after his retirement. 

6. In the case of Central Government officers who are deputed to other 
Department/State Governments or are on foreign service, the APAR 
should be maintained by their parent departments and the periodicity of 
such APAR should be the same as in the parent department. It will be the 
responsibility of the parent department to obtain the reports of their officers 
on deputation and maintain them. 

 
11.12  Time schedule for preparation of Confidential Reports 

1. Time lines are prescribed to ensure timely completion of writing the APAR 
of Central Government employees, for various stages. Any failure on the 
part of the Reporting/Reviewing Officers to comply with the time-schedule 
should be viewed seriously and in the absence of proper justification for 
such delay. 

2. A Reporting Officer should not wait till the expiry of the time-limit for self-
appraisal of the officer to be reported upon. After the expiry of the first 
week, if self-appraisal is not received, the Reporting Officer should take it 
upon himself to remind the officer to be reported upon in writing, asking 
him to submit the self-appraisal by the stipulated date. It should also be 
made clear in the reminder that if the officer to be reported upon fails to 
submit the self-appraisal by the stipulated date, the report will be written 
without self-appraisal. If no self-appraisal is received by the stipulated 
date, the Reporting officer can obtain another blank APAR form and 
proceed to write the report on the basis of his experience of the work and 
conduct of the officer reported upon.  

3. When the Reporting Officer completes his part of the report and submits 
the reports to the Reviewing officer for review, a copy of the same be 
forwarded to Confidential Cell (PHQ). Thereafter, it shall be the duty of the 
Confidential Cell to keep in touch with the Reviewing officer to secure the 
timely completion of the APAR.  

    Time Schedule for Preparation of Annual Performance Assessment Report 

S.No Nature of Action Date by which to be 
completed 

1.  Distribution of blank APAR forms to 
all concerned (i.e to officer to be 
reported upon where self-appraisal 
has to be given and to reporting 

31st March  
(This may be competed 
even a week earlier) 
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officers where self-appraisal is not to 
be given) 

2.  Submission of self-appraisal to 
reporting officer by officer to be 
reported upon (where applicable) 

15th April 

3.  Submission of report by reporting 
officer to reviewing officer. 
- Where self-appraisal by officer 

reported upon is prescribed. 
- Where self-appraisal by officer 

reported upon is not prescribed. 
- Where officer reported upon is 

himself a reporting officer for 
subordinates under him 

 
 
7th May. 
 
21st May. 
 
22nd May 

4.  Report to be completed by 
Reviewing officer and sent to I/C 
Confidential Cell (PHQ). 

 23rd May where the due 
date for the reporting 
officer is 7th May. 

 7th May where the due 
date for the Reporting 
Officer is 21st April. 

 5th June where the due 
date for the reporting 
officer is 22nd May 

 

   
11.13 NRC (No Report Certificate) 

Wherever there is any gap in the APAR during a particular reporting 
period, it is the responsibility of the officer in-charge for maintaining 
the APAR to place a no report certificate indicating the reasons, e.g. 
the officer has not worked for minimum 3 months under a reporting 
officer; he was on leave/training during the period; he was on 
unauthorised absence if it is a fact; the APAR could not be completed 
by lapse of the time limit for making remarks by the 
reporting/reviewing officer etc.  

 
Note:-In the matter of APAR, NRC etc. the latest instructions/OM as issued by 

DOP&T shall prevail over the provisions mentioned in the Police 
Manual. 

 
11.14 APAR channel for Upper and Lower subordinates of A&N Police 

Officers Reported 
upon 

Reporting Officer 
Reviewing 

Officer 
Accepting 

Officer 
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Inspector SP IGP/ADGP DGP 

Sub-Inspector 
Dy.SP/SDPO  

SP  
ADGP/IGP 
Concerned  

Assistant Sub 
Inspector 

Dy.SP/SDPO  

 
SP  

ADGP/IGP 
Concerned 

Head Constable 
Inspector/In-charge 
/SHO 

Dy.SP/SDPO  
SP  

Constable 
Inspector/In-charge/ 
SHO 

Dy.SP/SDPO  
SP 

Follower Constable 
Inspector/In-charge/ 
SHO 

Dy.SP/SDPO  
SP  

Follower 
Messenger 

Inspector/In-charge/ 
SHO 

Dy.SP/SDPO  
SP  

 

************** 
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Form No. 11.2 
 

11.2 Part-I Contents of Service Book 

Sl. No Particular 

1.  Name in full (In Block Letters) 

2.  Father’s Name 

3.  Husband’s Name  

4.  Nationality (If not a citizen of India, number and date of eligibility 
certificate)  

5.  Whether a member of Schedule Cast/Tribe/OBC.?  

6.  Date of Birth by Christian Era and wherever possible also in Saka 
Era  

(both in words and figures) 

7.  Education Qualification  

a) At the time of first appointment 

b) Subsequently acquire  

8.  Professional and technical qualifications and covered by 7 

9.  Exact height by measurement  (without shoes) 

10. Personnel marks of identification  

11. Permanent Address  

12. Signature of left hand thumb impression of the Government Servant  

(with date) 

13. Signature and Designation of attesting officer(with date) 
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11.2  Part-II Contents of Service Book 

Sl. 
No 

Subject Certificate Signature 
and 

Designation 
of the 

Certifying 
officer 

1.  Offer of 
appointment 

The employee has been accepted the offer of 
appointment and the acceptation letter filed at 
Sl. No…of Vol-II of the service book   

 

2.  Appointment 
order 

Appointment order of the employee filled at at 
Sl. No…of Vol-II of the service book   

 

3.  Medical 
Examination 

The employee was medically examined by 
….. on…… and found fit. The medical 
certificate has been kept in safe custody vide 
Sl. No…of Vol-II of the service book 

 

4.  Character and 
Antecedent 

His/her Character and Antecedent have been 
verified and the and the verification report 
kept in safe custody vide Sl. No…of Vol-II of 
the service book 

 

5.  Allegiance to 
the 
constitution  

He/she taken the oath of 
allegiance/affirmation to the constitution vide 
Sl. No…of Vol-II of the service book  

 

6.  Oath of 
Secrecy  

He/she has read the official secrets act and 
central service (conduct) rules and has also 
taken the oath of secrecy vide Sl. No…of Vol-
II of the service book 

 

7.  Martial Status  He/she furnished declaration regarding 
his/her not having contracted bigamous 
marriage. The relevant declaration has been 
filled at Sl. No…of Vol-II of the service book  

 

8.  Declaration of 
Home Town 

He/she has furnished the declaration of home 
town which has been accepted and filed at Sl. 
No…of Vol-II of the service book 

 

9.  Verification of 
entries in 

The correctness of the entries against sl. No. 
5-8 of Part-I “Bio-Data” has been verified from 
original certificates considered as valid 
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Part-I  documentary evidence for the respective 
purpose. Attested copies of this certificates 
have been filed at Sl. No…of Vol-II of the 
service book 

10.  (a) 
GPF/PRAN 
No.  

He/she has filed a nomination for GPF/PRAN 
and the following related notices which have 
been forwarded to the accounts officer on 
dates shown against them, have been filed in 
Vol-II of the service book 

 

(b)Nomination 
of GPF/PRAN 

1. 

2. 

3. 

 

11.  Family 
Particulars  

He/she has furnished details of the family 
member which have been filed at Sl. No…of 
Vol-II of the service book 

 

12.  D.C.R 
Gratuity and 
Family 
pension   

He/she has filed nomination for D.C.R 
gratuity and family pension and this following 
related notices which have been filed in Vol-II 
of the service book vide sl. Nos. shown 
against them 

1. 

2. 
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Form No. 12.17 

Andaman & Nicobar Police 

CRIME REGISTER 

 (Note: Case details of the FIR to be recorded till final disposal of the case from 
court) 

FIR 
No. 

U/s &Date  
(Brief 

description 
of the 

offence) 
 

Place of 
occurrence& 

distance 
direction 
from PS 

Name, 
Parentage, Age, 
& Residence of 

the Complainant/ 
Informant 

Name, 
Parentage, 

Age, 
&Residence 

of the 
accused 
person 

Name & 
Signature 
of the I.O. 

Brief 
facts 

of 
the 

Case 

Sign 
of 

SHO 

Result 
of the 
case 
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Form No. 12.18 

Andaman & Nicobar Police 

NON-COGNIZABLE CASE REGISTER 

NCFIR 
No. 

U/s & 
Date 

Place of 
occurrence
& distance 
direction 
from PS 

Name, 
Parentage, 

Age, 
&Residence 

of the 
Complainant/ 

Informant 

Name, 
Parentage, 

Age, & 
Residence 

of the 
accused 
person 

Brief 
facts 
of the 
case 

G. D. 
entry 
No. & 
Date 

Preventive 
action if 

any 
(Challan 
details) 

NCFIR 
chalked 
out by 

Remarks 
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Form No. 12.19 

Andaman & Nicobar Police 

UDFIR REGISTER 

UDFI
R No. 

U/s &Date 
(Brief 

descriptio
n of the 
offence) 

Place of 
occurrenc

e & 
distance 
direction 
from PS 

Name, 
Parentage, 

Age, & 
Residence 

of the 
Complainant
/ Informant 

Name, 
Parentage

, Age, & 
Residenc
e of the 

deceased  
person 

Name & 
Signatur
e of the 

I.O. 

Brie
f 

fact
s of 
the 

case 

Sig
n of 
SH
O 

Resul
t of 
the 

case 

         



87 
 

Form 12.20(a) 

Andaman & Nicobar Police 

CHARGESHEET/ FINAL REPORT REGISTER  

Sl 
No. 

Crime 
No., Date 

& U/s 

IO of 
the 

case 

CS 
No./FR 

NO., 
Date & 

Dispatch 
to SDPO 
DR No. 

Name & 
Signature 
of CS/FR 
Officer 

Whether 
SCS 

required? 
if yes 

reason 
thereof 

Supplementary 
CS No. & Date 

Name of 
Supplementary 

CS officer & 
Signature 
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Form 12.20 (b) 

Andaman & Nicobar Police 

SUPPLEMENTARY CHARGESHEET REGISTER  

Sl 
No. 

Crime No., 
Date & U/s 

IO of 
the 

case 

CS 
No., 
Date 

Reason for 
Supplementary 

CS 

Supply. 
CS No., 
Date & 

SDPO DR 
No. 

Name of 
Supply. CS 
Officer & 
Signature 
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Form 12.20(c) 

Andaman & Nicobar Police 

UDFIR FINAL REPORT REGISTER 

Sl 
No. 

UDFIR 
No., 

Date & 
U/s 

IO of 
the 

case 

FR 
No. 
and 
Date 

Name & 
Signature 

of FR 
Officer 

Whether 
SFR 

required? 
if yes 

reason 
thereof 

Cause 
of 

Death 

Supplementary 
FR No. & Date 

Name of 
Supplementary 

FR officer & 
Signature 

Result 
of the 
case 
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Form 12.21 

Andaman & Nicobar Police 

CFSL/FSL Register 

SL 
No
. 

Crim
e No. 
Date 
& U/s 

Details 
of 

Exhibit
s 

Forwardin
g Note No. 

& 
Reminder 

No. 

Deposite
d at 

FSL/CCS 
on & by 
(Name, 

Signature 
& 

CCS/FSL) 

Received 
at 

FSL/CCS 
on & by 
(Name & 

Signature 
&FSL/CCS

) 

Date of 
dispatc

h to 
CFSL & 
CFSL 
Name 

Acceptanc
e Report of 
CFSL/FSL 

Date of receipt 
of 

report/Exhibit
s & by whom 
& reference 

No. 

Receivin
g officer 
&whom 

assigned 
for draft 

CS & 
CS/SCS 

No. 
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Form 12.22 

Andaman & Nicobar Police 

MALKHANA REGISTER 

POLICE STATION………………………………………………. 

Yearly 
Serial 

No. 

F.I.R. No. date of offence 
or GD No. of entry and 

date of daily diary 

(as the case may be) 

Description 
and value 

of property 

Order of 
Magistrate 

for 
disposal 

Signature 
of person 

receiving it 

Signature 
and 

remarks of 
Station 

Officer or 
P.P., if any 
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Form 12.23 

Andaman & Nicobar Police 

ARREST REGISTER 

SL 
No. 

Crime 
No., 
Date 
& U/s 

Name 
and 

address 
of the 

accused 

Date 
& 

Time 
of 

arrest 

Signature 
of 

accused 

Person to 
whom 
Arrest 

intimation 
given 

Name & 
Address 
of Bailer 

Date & 
Time 

of Bail 
from 

Police 
Station 

with 
GD 

entry 
no 

Signature 
of Bailer 

Date 
of 

Bail 
from 
Court 
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FORM 12.25 

Andaman & Nicobar Police 

PETTY CASE REGISTER 

Sl.No Challan 
NO., 

Date & 
U/s 

Complainant 
Name and 

Details 

Name 
&Details 

of 
accused 

Place, 
Date 
and 

Time of 
offence 

Brief 
facts of 

the 
case 

Result 
of the 
case 

Remarks 
& Sign 
of SHO 
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Form 12.26 

Andaman & Nicobar Police 

STOLEN PROPERTY REGISTER 

FIR No. 
and 

Section 

Description and value of 
property stolen 

Property recovered Remarks 
including result 
of case By Police Otherwise 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Rs. P.  Rs. P.  Rs.  P.  
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Form 12.27(a) 

Andaman & Nicobar Police 

SUMMON REGISTER 

Sl. 
No
. 

Receip
t Date 

Date 
of 

issu
e 

from 
cour

t 

Date 
fixe

d 

Cour
t 

Nam
e & 
No. 

FI
R 

No
. 

U/s 

Details of 
Summone

e 

Hande
d over 
to PC 

Signatur
e 

Date of 
Servic

e 

Return 
to 

Court 
(with 

reason
) 

Retur
n to 

other 
PS 
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Form 12.27(b) 

Andaman & Nicobar Police 

WARRANT REGISTER 

Sl. 
No. 

Receipt 
Date 

Date of 
issue 
from 
court 

Date 
fixed 

Court 
Name 
& No. 

FIR 
No. 
U/s 

Details of 
Summonee/ 
Warrantee 

Handed 
over to 

PC 

Signature Date of 
Execution 

Return 
to 

Court 
(with 

reason) 

Return 
to 

other 
PS 
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Form 12.28 

Andaman & Nicobar Police 

QUARTERLY CRIME ABSTRACT 

S. 
No 

IPC case Excise 
case 

Other 
Local and 

Special 
Law 

UD case Case 
property 

Total pending as on  

 

R
eg

is
te

re
d

 

D
is

po
se

d
 

R
eg

is
te

re
d

 

D
is

po
se

d
 

R
eg

is
te

re
d

 

D
is

po
se

d
 

R
eg

is
te

re
d

 

D
is

po
se

d
 

A
dd

ed
 

D
is

po
se

d
 

IP
C

 

E
xc

is
e

 

O
th

er
 lo

ca
l &

 S
p

e
ci

a
l 

La
w

 C
as

e
 

C
as

e 
P

ro
pe

rt
y 

U
D

 C
a

se
 

                

                

                

                

                

                

                

                

 

Details of cases disposed: 

Sl 
no. 

Case Crime no. Date U/s 

01. IPC    

02. EXCISE    

03. LOCAL & 
SPECIAL LAW 

   

04. UD CASE    
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Form 12.30 

Andaman & Nicobar Police 

PROCLAIMED OFFENDER REGISTER 

S
l.

 N
o

.  

N
a

m
e,

 a
g

e
 a

n
d

 p
ar

en
ta

g
e 

o
f 

o
ff

e
n

d
e

r 

D
e

s
cr

ip
ti

o
n

 

R
e

s
id

en
c

e
 

S
e

ct
io

n
 o

f 
o

ff
e

n
ce

 

F
IR

 N
o

. 
an

d
 d

a
te

 

P
o

li
ce

 S
ta

ti
o

n
 a

n
d

 D
is

tr
ic

t 

D
e

ta
il

 o
f 

S
to

le
n

 p
ro

p
er

ty
 

In
 c

a
s

e 
o

f 
c

o
n

d
it

io
n

a
lly

 r
el

ea
s

e
d

 w
h

o
 h

as
 b

ee
n

 
d

ec
la

re
d

 p
ro

cl
ai

m
ed

 o
ff

e
n

d
er

 
(i

)O
ff

e
n

ce
 i

n
 w

h
ic

h
 c

o
n

d
it

io
n

al
ly

 r
el

ea
s

ed
 

(i
i)

V
ill

a
g

e
 i

n
 w

h
ic

h
 r

e
le

a
se

d
 

(i
ii

)J
a

il 
fr

o
m

 w
h

ic
h

 c
o

n
d

it
io

n
al

ly
 r

e
le

a
se

d
  

(i
v)

D
at

e 
o

f 
re

le
as

e 

(1
) 

In
 h

is
 o

w
n

 a
cc

u
s

e
d

 h
as

 v
is

it
ed

 
(2

) 
O

r 
is

 e
xp

e
ct

ed
 t

o
 v

is
it

 

Name of relations whom the 
proclaimed offender is 
expected to visit or enter in 
communication 

R
e

w
ar

d
 o

ff
e

re
d

 f
o

r 
A

rr
e

s
t 

 

R
e

m
ar

ks
 

In
 h

is
 o

w
n

 d
is

tr
ic

t:
 -

 
1

) 
N

am
es

 
2

) 
R

e
la

ti
o

n
s 

3
) 

R
e

s
id

e
n

c
e 

 

In
 h

is
 o

w
n

 d
is

tr
ic

t:
 -

 
1

) 
N

am
es

 
2

) 
R

e
la

ti
o

n
s 

3
) 

R
e

s
id

e
n

c
e 
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Form 12.31 

Andaman & Nicobar Police 

VILLAGE ROSTER 

 
DIVISION No. I 

 

DIVISION NO. II 

 

Division No. III 

 

Division No. IV 

 

Beat 
No. 1 

 

Beat 
No. 4 

 

Beat 
No. 3 

 

Beat 
No. 2  

Beat 
No. 5 

 

Beat 
No. 6 

 

Beat No. 
7 

 

Beat No. 8 

 

        

        

        

        

        

        

        

Beat duty staff 
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Form 12.32 

Andaman & Nicobar Police 

VILLAGE CRIME REGISTER (PART- I) 

 

  BEAT CRIME NOTE BOOK OF BEAT 
........................................................................ 

POLICE STATION ..................................................... DISTRICT.............................. 

................................................................................................................................... 

Population by census of 20       Male ........................................ 

Female..................................... 

No. of houses ...................................................................... 

Names of outlying hamlets with number of houses in each 

Revenue 

Market Day, fairs and festivals 

Principal Castes and tribes 
 
 

Headmen Other leading men Beat watchmen 
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Form 12.32 

Andaman & Nicobar Police 

VILLAGE CRIME REGISTER (PART- II) 

S
l 

N
o

. 
in

 F
ir

s
t 

In
fo

rm
at

io
n

 
R

e
g

is
te

r 

D
a

te
 o

f 
o

c
cu

rr
en

c
e 

an
d

 n
am

e
 

o
f 

co
m

p
la

in
an

t 

S
e

ct
io

n
 o

f 
la

w
, 

n
at

u
re

 o
f 

o
ff

en
c

e 
an

d
 c

la
ss

 o
f 

p
ro

p
er

ty
 

at
ta

c
h

e
d

 

N
a

m
e

, p
ar

en
ta

g
e,

 a
g

e 
an

d
 

re
si

d
en

c
e 

o
f 

a
c

cu
se

d
/ 

s
u

sp
ec

t 

P
la

ce
 w

h
e

re
 p

ro
p

e
rt

y
 w

a
s 

re
co

ve
re

d
 a

n
d

 w
h

er
e

 c
ri

m
in

a
ls

 
w

er
e 

fo
u

n
d

 

N
a

m
e

s 
an

d
 p

ar
ti

cu
la

rs
 o

f 
p

er
so

n
 s

u
sp

e
ct

ed
 o

f 
h

av
in

g
 

h
el

p
ed

 t
o

 c
o

n
ce

a
l p

ro
p

er
ty

 o
f 

cr
im

in
al

s 
b

y 
fu

rn
is

h
in

g
 b

ai
l 

o
r 

o
th

er
w

is
e

 

R
e

su
lt

 o
f 

th
e 

c
as

e
 

       

 



102 
 

Form 12.32 

Andaman & Nicobar Police 

VILLAGE CRIME REGISTER (PART- III) 

Cases traced to the village during the year 

S
l 

N
o

. 
in

 F
ir

s
t 

In
fo

rm
at

io
n

 
R

e
g

is
te

r 

D
a

te
 o

f 
o

c
cu

rr
en

c
e 

an
d

 n
am

e
 

o
f 

co
m

p
la

in
an

t 

S
e

ct
io

n
 o

f 
la

w
, 

n
at

u
re

 o
f 

o
ff

en
c

e 
an

d
 c

la
ss

 o
f 

p
ro

p
er

ty
 

at
ta

c
h

e
d

 

N
a

m
e

, p
ar

en
ta

g
e,

 a
g

e 
an

d
 

re
si

d
en

c
e 

o
f 

a
c

cu
se

d
 s

u
sp

ec
t 

P
la

c
e 

w
h

er
e

 p
ro

p
er

ty
 w

a
s 

re
co

ve
re

d
 a

n
d

 w
h

er
e

 c
ri

m
in

a
ls

 
w

er
e 

fo
u

n
d

 

N
a

m
e

s 
an

d
 p

a
rt

ic
u

la
rs

 o
f 

p
er

so
n

 s
u

sp
ec

te
d

 o
f 

h
a

vi
n

g
 

h
el

p
ed

 t
o

 c
o

n
ce

a
l p

ro
p

er
ty

 o
f 

cr
im

in
al

s 
b

y 
fu

rn
is

h
in

g
 b

ai
l 

o
r 

o
th

er
w

is
e
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Form 12.32 

Andaman & Nicobar Police 

VILLAGE CRIME REGISTER (PART- IV) 

Notes of crime in the village with special reference to fractions, land or water 

disputes presence of criminal tribes or gangs. Occurrence of obstructions on or 

damage to railway line within the jurisdiction, special outbreaks of crime in the 

jurisdiction etc. 
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Form 12.32 

Andaman & Nicobar Police 

VILLAGE CRIME REGISTER (PART- V) 

Police Station…………………………………………                                           Name 
of Beat/Area…………………………………………………………. 

Name of residents who have been convicted of certain offences 

S
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R
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FORM 12.33 

Andaman & Nicobar Police 

PCR/ ERSS REGISTER 

SI.NO. DATE & 
TIME OF 

CALL 

ATTENDED 
BY 

BRIEF FACTS 
OF THE CALL 

ACTION TAKEN 
ON THE CALL 

Remarks & 

 Sign of SHO 
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FORM 12.34 

Andaman & Nicobar Police 

MLC REGISTER 

SL.NO. DATE 
& 

TIME 
OF 

CALL 

HOSPITAL 
NAME 

PATIENT 
NAME 
AND 

DETAILS 

BRIEF 
FACTS  

ACTION 
TAKEN ON 
THE CALL 

REMARKS 
& SIGN OF 

SHO 
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Form No. 12.35 

Andaman & Nicobar Police 

MISSING PERSON REGISTER 

Sl 
No. 
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 d
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1.           

2.           

3.           

4.           

5.           

6.           

7.           

8.           

9.           

10.           
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Form No. 12.36 

Andaman & Nicobar Police 

REGISTER OF UNIDENTIFIED DEAD BODY (UIDB) 

Sl 
No.  

UD 
FIR 
No., 
Date 
& 
U/s  

Name of 
the 
deceased 
(if 
Known), 
Sex, Age 

Body 
found 
(place, 
date & 
time) 

Identifying 
marks  

Wearing 
apparels 
at the 
time of 
recovery 

Whether 
identified 
or  not 

To 
whom 
handed 
over 
(Name, 
Contact 
details, 
G.D. 
No., 
date & 
Time)  

Remarks 
& Sign 
of SHO  

1.          

2.          

3.          

4.          

5.          

6.          

7.          

8.          

9.          

10.          
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Form No. 12.37 

Andaman & Nicobar Police 

MOTOR ACCIDENT CLAIM TRIBUNAL (MACT) REGISTER 
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Documents attached 

(tick relevant entries) 

Date 
of 
submi
ssion 
of AIR  
with 
annex
ure to 
conce
rned 
insura
nce 
agenc
y  

First date of 
hearing fixed by 
MACT. Whether 
notified to (tick 
relevant entries) 

N
am

e 
&

 S
ig

n
a

tu
re

 o
f 

I.O
  

R
em

ar
ks

  

F
IR

 c
o

p
y 

S
it

e 
p

la
n

/ P
h

o
to

s 

D
ri

v
in

g
 l

is
en

c
e 

In
s

u
ra

n
c

e
 p

o
li

cy
 

R
eg

is
tr

at
io

n
 c

e
rt

if
ic

at
e 

 

P
M

E
 o

r 
in

ju
ry

 r
e

p
o

rt
  

V
ic

ti
m

 /
  V

ic
ti

m
’s

 f
am

ily
  

D
ri

v
er

  

O
w

n
e

r 
 

In
s

u
ra

n
c

e
  

1.                  

2.                  

3.                  

4.                  

5.                  

6.                  

7.                  

8.                  

9.                  

10.                  
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Form No. 12.38 

Andaman & Nicobar Police 

WOMEN & CHILD HELP DESK REGISTER  

Sl 
No. 

Name & 
contact 

details of 
Victim 

Name and 
contact 

details of 
opposite 

party 

Brief facts 
of 

complaint 

Action 
taken 

Signature 
of I.O./  

E. O 

Remarks 
&signature 

of SHO 

1.        

2.        

3.        

4.        

5.        

6.        

7.        

8.        

9.        

10.        
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Form 12.39 

Andaman & Nicobar Police 

COMPLAINT REGISTER 

Sl. 
No. 

Name of 
Complainant 

Subject line Reference 
No. 

Name 
of 

Enquiry 
Officer 

Date of 
Handing 

over 
complaint 

Signature 
of 

EO/EOs 

Dispatch 
No. 

Remarks 
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Form 12.40 

Andaman & Nicobar Police 

POSTING REGISTER 

SL 
NO. 

Rank Name  Blood 
Group 

Date of 
appointment 

Date of 
Posting 

Qualification Date 
of 

Birth 

Previous 
Posting  
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Form 12.41 

Andaman & Nicobar Police 

DUTY ROSTER 

DATED:          /           /20__ 
POLICE STATION :  SUB-DIVISION : DISTRICT :    

SHO      : INSPR/SI.   
 

Particulars INSP. SI ASI HC PC PC(D) HG FC FS 
Sanctioned 
strength 

         

Present 
Strength 

         

Shortage          
Casual Leave          
Earned Leave          
Absent          
Medical Rest          
Out Station Duty          
Other Duty          
Training Course          
Total          

 
 

S.No. NATURE OF DUTY  0800 Hrs to 1200 
Hrs 

1200 hrs to 0800 hrs.

1.  DUTY OFFICER   

2.  HEAD CONSTABLE HC HC 

3.  G.D. WRITER ‘B’ 
0700-1400 hrs 

1400-2120 
hrs 

2120-0700 hrs 

   
4.  LOCK-UP DUTY PC PC 
5.   

 
SENTRY DUTY 

[ 

0600–0900 
hrs 
1200-1500 
hrs 

0900-1200 
hrs 
1500-1800 
hrs 

1800-2100 
hrs 
0000-0300 
hrs 

2100-0000 
hrs 
0300-0600 
hrs 

PC/ PC/ PC/ PC/ 
6.  SECOND OFFICER  
7.  HM/STATION WRITER   
8.  OFFICE DUTY  
9.  CHILD & WOMEN HELPDESK  
10.  MALKHANA MOHIRAR  
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11.  DAK DUTY/MLC/CCTNS  
12.  SUMMON & WARRANT DUTY  
13.  TOURIST POLICE  
14.  CASUAL 

LEAVE 
 
 

15.  
EARNED 
LEAVE 

 
 

16.  MEDICAL REST  
17.  CCL/MATERNITY/PATERNITY   
18.  ABSENT  
19.  TRG. COURSE/REFRESHER 

PTS 
 

20.  PS DRIVER   
21.  OTHER UNIT OFFICE DUTY  
22.  SPORTS/POLICE 

ENTERTAINMENT 
 

23.  OTHER DUTY/EXCISE RAID  
24.  PERMISISON LEAVE  
25.  FS/AC  
26.  MESS DUTY  
27.  RECORD SECTION  
28.  SDPO OFFICE  
29.  PARADE AT POLICE LINE  
30.  LAW & ORDER DUTY  

 
 
 
 

 
DIVISION OFFICERS AND BEAT STAFF 

 
BEAT –I BEAT –II BEAT – III BEAT –IV 

AREA 
    

 
 

 
 

  
 
 
 

 

BEAT –V BEAT – VI BEAT – VII BEAT – VIII 
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AREA 
    

 
 
 
 

   

 
 

PICKET DUTY 
Sl. 
No. 

Name of Picket 2100 hrs. to 0500 hrs. 2200hrs. to 0400 hrs. 
Name of Staff Name of Staff 

1.    
2.    
3.    
4.    

 
 

 
Signature of SHO     
Dated ……………..    
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Form No. 12.42 

Andaman & Nicobar Police 

SENTRY RELIEF REGISTER 

Sl 
No. 

Rank 
& 

Name 
Sentry 

Time of 
posting 

Time of 
relieving 

Relieved 
by 

No. of 
rounds of 

ammunition 
with Sentry 

when 
relieved 

No. of persons 
in Lockup 

Signature of 
SHO/Posting 

officer 

Signature 
of Sentry 

Remarks 

1.          

2.          

3.          

4.          

5.          

6.          

7.          

8.          

9.          

10.          
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Form 12.43 

Andaman & Nicobar Police 

REWARD REGISTER 

Sl 
No. 

Name of Police 
Personnel 

recommended 

Brief  statement 
of work and 
reference to 
cause if any 

Recommendation by 
forwarding officer, if 

any 

Sanctioning 

Authority 

order 
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Form 12.44 

Andaman & Nicobar Police 

REGISTER OF GOVERNMENT PROPERTY 

Date of 
receipt 

Voucher 
No. 

Description of 
Property 

Nos. Remarks Signature 
of HM 

Sign of 
SHO 
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Signature of SHO 
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Form 12.45 

Andaman & Nicobar Police 

ARMS LICENSE REGISTER 

Sl 
No
. 

Licens
e No. 
and 

date of 
issue 

Name 
and 

addres
s of 

license 

Description 
including 

number and 
identificatio
n marks of 

weapon 

Purpos
e for 

which 
granted 

Place
s for 

which 
valid 

Names 
of 

retainer
s 

Date 
of 

expiry 
of 

licens
e 

remark
s 
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Form 12.46 

Andaman & Nicobar Police 

ARMS DEPOSIT REGISTER 

Sl 
No. 

Particulars 
of Arms 

Name of 
owner 

License No. Valid 
upto 

Date of 
Deposit 

Signature 
of 

depositor 
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Form 12.47(a) 

Andaman & Nicobar Police 

 
DISPATCH REGISTER 

Sl. 
No. 

 

Number and date of 
documents received 

 

 

 

From 
whom Brief 

Subject 

Assistant 
to whom 
marked 

File No. Remarks 

 

Number 

 

 

Date 

1. 2.  3.  4.  5.  6.  7.  8.  
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Form 12.47(b) 

Andaman & Nicobar Police 

RECEIPT REGISTER 

RD No. 

Number and 
Date of 

Documents 
Received 

From 
whom 

Received 
Brief Subject 

Address to 
whom 

Remarks 

Number and 
Date 
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Form 12.49 

Andaman & Nicobar Police 

MEMO BOOK 

Memo 
No. 

Number 
and Date 
of Memo 
Received 

From 
whom 

Received 
Brief Subject 

Address 
to whom 

Remarks 

Number 
and Date 
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Form 12.50 

Andaman & Nicobar Police 

GO’s Visit BOOK 

Date and 
time of 

Visit 

Name and designation of 
Visiting Officer 

Observation 
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Form 12.53 

Andaman & Nicobar Police 

LOCKUP REGISTER 

SL 
No. 

Crime 
No., 
Date 
& U/s 

Name 
and 

address 
of the 

accused 

Date & 
Time of 

Detaining 
in 

Lockup 

Signature 
of 

accused 

Date & 
Time of 

releasing 
from 

Lockup 

Signature 
of 

accused 

Remarks Sign 
of 

SHO 
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CHAPTER-12 

POLICE STATION 

12.1 Police Station  

1. Police Station is the most important unit of the Police organization. It is the 
hub centre of all Police activities. A person, while in need and difficulty, 
comes to the Police Station and, thus, this is the first contact point of 
people with Police. Police Station being an approachable point and 
frequently visited place by people, plays a very vital and significant role in 
providing relief to the people in need, and thereby, contributing in a big 
way in building positive image of Police along with creating positive, 
cordial and reciprocal Police community relations, which happen to be so 
essential for effective and efficient Police functioning.  

2. Section 2(s) of Cr PC, defines Police station as any post or place declared 
generally or specially by the State Government to be a Police Station and 
includes any local areas specified by the State Government in this behalf. 
The State Government may in consultation with the Director General of 
Police and by notification, create as many Police Stations with as many 
outposts, in a Police district as deemed necessary, duly keeping in view 
the population, area, crime situation, the work load in terms of law and 
order and distances to be traversed by the inhabitants to reach the Police 
Station. 

 
12.2 Police station should have the following officials and functionaries to 

look after its various activities:  

1. SHO (Station House Officer) 

2. Additional SHO 

3. In-charge Investigation (Inspector/ Sub-Inspector) 

4. Duty Officer 

5. Emergency officer 

6. Investigating Officer 

7. Station Clerk/ Head Moharrar 

8. Incharge Store including Malkhana 

9. Divisional officer 

10. Beat Officer/Beat Incharge 

11. Patrolling staff 

12. Driver 

13. Women and Child helpdesk staff 

14. CCTNS Operator 

15. Wireless Operator 
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16. Mess In-charge 

17. MTS staff 

18. GD Writer 

19. PCs 

20. Follower Constables 

21. Sentry 

22. Lock-up PC 

23. Court duty staff 

24. Summon and Warrant staff 

25. Diary dispatch 

26. Escort duty staff for accused. 

12.3 Work routine of Police Station 

Police station functions round the clock and is expected to be alert, active and 
vigilant during all 24 hours of the day & night. This time is structured into 
various phases like morning roll call, evening roll call, day duty, night duty, 
gasht/patrolling and other duties pertaining to prevention, detection and 
investigation of crime, maintenance of law-and-order duties and other 
miscellaneous Police tasks. All activities taking place at the Police station and 
all happenings including arrival and departure of the Police station staff should 
be recorded in the General Diary of the CCTNS. The General Diary provides 
an overview on the working routine with regard to the concerned Police 
station. 

 
12.4  Officer-in-charge / SHO of a Police Station 

A. The SHO is the in charge and most important functionary of the Police 
Station. As per Section 2(o) of Cr PC, “officer in charge of a Police station” 
includes, when the officer in charge of the Police station is absent from the 
station-house or unable from illness or other cause to perform his duties, the 
Police officer present at the station-house who is next in rank to such officer 
and is above the rank of constable or, when, the State Government so directs, 
any other Police officer so present. 
 
Duties of Station House Officer (SHO): The SHO is the Chief 
Officer/supervisor of the Police Station, who is responsible for the effective 
and efficient functioning of the Police Station and controller of the Police 
station. Within the limits of the Police Station jurisdiction, the SHO is primarily 
responsible for the effective working, management, good conduct and 
discipline of the local Police, for the preservation of peace and the prevention 
and detection of crime. He is also responsible for the due performance of all 
Police duties and for the proper exercise of Police powers granted by law. The 
correctness of all registers, records and reports prepared at the Police station 
is also the responsibility of the SHO. For compliance of all the administrative 
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and other directions/instructions and matters received at Police station the 
SHO is expected to be essentially answerable. There should be a balance in 
the allocation of staff for the various duties in view of the magnitude, gravity, 
frequency and recurrence of various activities on routine days and special 
occasions. 

 
B. In order to check crime, his first aim should be to obtain correct information 
about criminals, criminal classes, vagrants and wandering gangs resident in or 
passing through the Police Station, and either to watch them effectively or to 
take such active measures against them as may be necessary.  The foremost 
means to this end are :-  

i) An intimate knowledge of the area committed to his charge and of its 
inhabitants and the enlistment of their sympathy and co-operation. 

ii) The regular and early reporting of the facts as to crime and criminals, 
suspicious characters and strangers by chaukidars. 

iii) The Active surveillance of registered criminals and suspects. 

iv) The careful maintenance and study of Village Crime Note Book.  

v) The efficient use of patrols and 

vi) Generous cooperation with Officer-in-Charge of neighboring Police 
Stations. 

 
C. An Officer-in-Charge of a Police Station shall neglect none of these means, 
and by constantly moving about within the limits of his jurisdiction and by visits 
to respectable residents shall assure himself that he receives regular and 
complete information and is in touch with the active criminals.  An officer who 
takes these precautions will have little difficulty in tracing the preparations of 
specific offences, but without them his success in investigation will be 
spasmodic and uncertain.  
 
E. In the neighbourhood of much-frequented ferries, the SHO of a Police 
Station shall exercise constant supervision personally and through his 
subordinates, in order to prevent the overloading of boats. 
 

12.5 (i) Duties of Additional SHO: 

The Additional SHO of the Police station is in fact second-in-command and 
will step in the shoes of the SHO in his absence, but would work under his 
command and control, when the SHO is present at the Police station. When 
the SHO is present, he will look after the following aspects of policing in the 
Police Stations:  

1. Beat patrolling.  

2. Collection of intelligence at Police station level. 
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3. Ensure that all Bad Characters and History sheeters are regularly 
checked as per manual. 

4. Supervision over all Police staff on preventive duties.  

5. Continuous liaison with all the stakeholders and security audit of potential 
Complexes, Hotels/ Lodges, Guest houses, petrol pumps, Shopping/Mall 
Complexes, Cinemas, Banks, Women/ Child/ Old age homes etc.  

6. Continuous meetings and liaison with Resident welfare associations, 
market associations, Fishermen Watch group, Police Mitras and Mahila 
Police Volunteers. 

7.  Ensuring implementation of all orders issued under section 144 Cr.P.C. 

8. Any other specific order issued from time-to-time to achieve the above. 

 
 (ii) In-charge Investigation: 

In order to ensure professional investigation and monitoring of cases on a 
daily basis, there shall be an In-charge Investigation of the rank of Inspector 
or Sub-Inspector in all the Police stations. His duties are: 

1. Checking of Inquest proceedings. 

2. Supervising Investigation of UDFIRs. 

3. Supervising and monitoring of all IPC and other Local & Special law 
cases. 

4. Supervision of Missing Persons cases. 

5. Monitoring Cyber complaints in a Police station. 

6. Ensure that all the records of the Police stations are updated and as 
per the format. 

 
12.6 Duties of Station Clerk:- 

The Station Clerk/Head Moharrir is an important functionary of the Police 
station and works as a clerk, accountant, Record keeper and custodian of 
Government and other properties at the Police station under the overall 
supervision and command of the SHO. 

As clerk of the Police Station, the Head Moharrir performs the following 
duties:- 

1. He receives and opens the dak, and hand it over to the SHO of the Police 
Station, all the papers intended for him.   

2. He keeps the register of correspondence, writes all reports and returns 
called for by the Superintendent’s office, and is responsible for all the 
pending papers, and to ensure that they are promptly disposed off. 
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3. Every morning, he brings to the notice of the Officer-in-Charge of the 
Police Station Orders and pending papers awaiting execution and reply.  
Before the morning roll-call, he records the orders of the Station House 
Officer as to the distribution of duties for the day in the Duty Roster. 

4. He writes up all routine entries in the general diary and all the other Police 
Station registers except those which the Station House Officer is 
personally required to write.  He sees that all orders and notices which 
concern the staff or the work of the staff are carefully noted by them. 

He is also responsible for the safe custody and proper care of all Government 
properties in the Station.  He is in-charge of the ‘Malkhana’ along with its keys 
and is responsible for the care and safety of property in Malkhana. 

As a record-keeper, he should ensure that all registers and other records are 
safely kept and that they do not suffer injury from damp, vermin or other 
causes. 

 
12.7 Other important Police Personnel. 

(i) GD Writer : There shall be one Police personnel of the rank of Constable 
and above who shall make entries in the General Diary as per the directions 
of the Duty Officer. 

(ii) Emergency officer: There shall be one Police personnel round the clock 
of the rank of Head Constable and above who shall be known as Emergency 
Officer and he/she shall attend all calls and complaints which are received in 
Police Station during his/her shift. 

(iii) Duty Officer: There shall be one Police personnel of the rank of Head 
Constable and above in the Police Station who shall supervise the entries 
made in the General Diary by the GD Writer. He shall assign the calls and 
complaints received in the Police Station to the Emergency Officer and ensure 
that the corresponding GD entries about the action taken on the calls and 
complaints are properly recorded by the GD writer. He shall be also 
responsible to keep the SHO informed about all the calls and complaints as 
well as the action taken by the Emergency Officer on them.  

  

12.8 Duties of Constable: 

(1) A Constable is one who has maximum interface with public. As the most 
accessible person for public, he is expected to protect the needy, rescue 
people from danger, apprehend offenders and assist in securing prompt help 
and justice. Some of the important roles assigned to him are organising and 
securing community participation, activating himself in prevention and 
detection of crime and maintenance of law and order. Another main role of the 
Constable is, performance of all tasks connected with beat area and thereby 
help in prevention of offences and breach of peace. The constable on traffic 
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duty has the task of regulating traffic. All constables in their dealings with 
public should inspire confidence in the efficacy of Police to protect them. The 
Police image is directly proportionate to their good conduct and behaviour in 
the public as they are the persons who are basically and directly in touch with 
them. At all costs they must avoid ill treatment either to the victims or to the 
accused as a first step to build a better Police image.  

(2) The main duties of Constables are : 

a) To perform duties in beats, patrols and pickets;  

b) Surveillance over history sheeted and other potential criminals as per 
orders;  

c) Collection of information and intelligence relating to crimes and 
criminals, subversive, terrorist and other anti-social elements in their 
areas primarily and communication of the same to the authorised 
superiors;  

d) Developing cordial relations with local Community Liaison 
Group/voluntary organisations and knowledge of households in the 
beat area;  

e) Convey information relating to persons and events that cause or likely 
to cause law and order situation or wide spread disturbances;  

f) Keep in touch with local disputes, caste/communal overtones and 
inform SHO;  

g) Assistance to investigating officers in the matter of arrests, recoveries, 
searches, identification and securing of witnesses or verification of 
information;  

h) Execute warrants and serve summons promptly;  

i) Escort prisoners and arrested persons;  

j) Escort injured or dead to the hospital;  

k) Guard for prisoners in custody and all station properties;  

l) Help and assist in dealing with calamities like Landslides, Floods, 
Earthquakes, Fires, Accidents, Epidemics, extremist/terrorist attacks 
etc. and put in responsible efforts to save lives and property;  

m) To perform allotted duties in Fairs, Festivals, Bandhs, Agitations, 
Riots, Large assemblies, Elections, band bust and security duties;  

n) To preserve and guard the scene of occurrence until necessity 
ceases;  

o) To behave courteously with all sections of public and treat poor 
people, children, women, aged and all weaker sections of society with 
consideration, sympathy and helpful attitude;  
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p) To be regular and punctual in his duties, physical training and weekly 
parades;  

q) To work as data entry operators in Computers and in the areas of 
photography etc. wherever they have necessary skill;  

r) Make entries in the prescribed register and forms and maintain 
records entrusted to him particularly those relating to beat area;  

s) Any other duties allotted by SHO or other superior officers or 
elsewhere in this manual.  

(3) The entire preventive work of the Police depends on the efficiency, 
commitment, professionalism and integrity of the beat area Policeman. The 
Constable allotted to a beat should realize that his participation in the 
community even in a small measure is essential for successful policing. 
Professionalism and integrity but not power and authority shall command 
respect and bring in a large measure of co-operation from the general public.  

 
 

12.9 Functions of Police Station 

The Police station is an embodiment of Police administration and each and 
every duty, activity, role and function expected to be performed by Police 
administration is executed and carried out by the Police station. Police station 
naturally is the most visible, known and approachable place, and for any and 
every help, assistance and relief, the common man gets in touch with the 
Police station. Following are the important functions performed by every 
Police station:- 

1. Handling and dealing properly with the complaints received at the Police 
station.  

2. Providing adequate relief, advice and guidance to the people visiting 
Police station. 

3. Registration of cognizable offences on the reports received.  

4. Taking appropriate action on the reports pertaining to non-cognizable 
offences.  

5. Prevention of crimes by adequate and efficient use of crime prevention 
measures likes Gast, patrolling, ambush, nakabandi, raids, searches, and 
preventive arrests.  

6. Speedy, impartial, and competent investigation and detection of cases by 
quick visit to the spot of crime, collection of evidence, recording of 
statements, arrest of accused persons and by putting the cases before 
the concern court. 

7. Serving the processes actively and quickly.  
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8. Proper and flawless maintenance of the various records at the Police 
station.  

9. Handling of various law and order situations, demonstrations, agitations, 
processions and strikes etc.  

10. Timely processing of Character antecedents, passport verification etc,. 

11. Maintenance of peace, and tranquility in the area.  

12. Ensuring safety and security in the jurisdiction.  

13. Attending to various regulatory duties and social gatherings. 

14. Executing various ceremonial, VIP and protocol duties.  

15. The SHO of Police Station shall collect and communicate Intelligence on 
all matters of public importance happening in their jurisdiction even 
though such matters may have no connection with any criminal offence. 

16. Protection of human rights and the interests of the weaker sections of the 
community.  

17. Ensuring friendly, cordial and harmonious relations with the various 
segments of the societies and building positive image of the Police.  

18. Other miscellaneous and contingency duties required by the exigencies of 
administrative, Policing, and other demands of the circumstances. 

 

 

POLICE STATION RECORDS 

 

12.10 Station Name Board 

Every Police Station and Outpost shall be provided with a name board in 
which the name of the Station or Outpost shall be displayed in English and 
Hindi. The name board shall be displayed in a conspicuous place outside the 
Police Station or Outpost as the case may be. 

12.11 Notice Board 

Every Police Station and Outpost shall be provided with a board dimension 
measuring at least 4X4 Square feet for display in the entrance of the Station 
or Outpost for affixing of notices of persons wanted, reward offered etc. Every 
Police Station shall contain Boards mentioning DK Basu Guidelines regarding 
arrest, Juvenile Justice act guidelines, MACT Board containing contact details 
of Insurance companies, Vigilance board containing contact details of 
concerned officials and any other guidelines recommended by the Hon’ble 
courts or Govt.   
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12.12 Map 

At every Police Station and Outpost there should be a map showing the 
position of all villages included in its jurisdiction and all the vital places in the 
jurisdiction. Efforts should be made towards digitalization of the information. 

 
12.13 Notices 

The following lists (mounted on paste board) both in English and Hindi shall 
be displayed in every Police Station or Outpost:- 

1. List of villages in its jurisdiction. 

2. List of Missing persons 

3. List of Unidentified dead bodies. 

4. List of absconding offenders. 

5. List of Proclaimed offenders. 

6. List of persons ordered to notify residence under Section 356 Cr. P.C. 

7. List of prisoners conditionally released. 

8. List of licensed dealers in arms and ammunition. 

9. List of licensed dealers in explosives or explosive substances. 

10. List of prohibited areas, illustrated by a sketch, under the Protection of 
Aboriginal Tribes Regulation, 1956. 

 
12.14 Records 

Various types of Police records are maintained at the Police station. These 
can be classified as record pertaining to crime and criminals, record and 
returns pertaining to law and order, record of administrative and procedural 
nature and record registers and returns of general and special nature. 
Normally the following registers and documents are maintained at every 
Police station. Each Police station can maintain records as per its 
administrative and Policing requirements. Other than the registers maintained 
in this chapter, some registers which needs to be maintained in PS are 
mentioned in other chapters. A list of records and registers to be maintained 
in each Station and Outpost is given in appendix 12.14. DGP/ Competent 
authority can at any point of time add/delete/modify any register.  The 
following instructions govern the maintenance of a few of these registers. 

 
12.15 General Instructions regarding maintenance of records 

Proper maintenance of Police Station records is a pre-requisite for the smooth 
functioning of a Police Station. These records are of immense help in the 
prevention and detection of crime and in keeping track of the movements of 
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criminals. Since these records are of paramount importance, it is the duty of 
SHO of a Police Station to ensure that these records are safely kept and do 
not deteriorate from damp, vermin or other causes. Every Police Station 
register is required to be paged in English and certified by SDPO about the 
opening of register with paging from beginning to end. No page should be 
torn-out of a register. Any correction required to be made should be made by 
drawing a line rough the mistake so as to leave the words erased and by 
writing the corrected words after words or in the margin. A piece of paper 
should not be pasted over a mistake. All entries should be neatly and clearly 
written, and all the corrections should be attested by the signature of the 
officer making them. All registers and records shall be written in Hindi or 
English. 

 
12.16 General Diary (GD) 

The GD is maintained in accordance with section 44 of Police Act. With the 
commencement of CCTNS (Crime, Criminal Tracking & Networking System) 
portal, all the entries which were made in the GD in a Police Station are 
mandatorily required to be entered in it in online mode.  

The SDPO concerned is responsible for scrutiny of general diaries. This is an 
instrument of information, record of work and events as well as of supervision.  

This is one of the important records of the Police station. The SHO is 
responsible for its up-to-date and accurate maintenance. In his absence the 
additional SHO or the next in-charge of Police station present will be the in-
charge of the General Diary.  

Any Police officer who enters or causes to be entered in the general diary a 
report which he knows or has reason to believe to be untrue, whether he has 
or has not been directed to make such entry by a superior officer, shall 
ordinarily be dismissed from service.  

The following information and related matters shall be entered in the General 
Diary: 

a) The taking and handing over of charge by the officers maintaining the 
Diary;  

b) The name of accused person with the details including whether in 
custody or remand;  

c) Information regarding commission of non-cognizable offences including 
reports of enemities likely to lead to the breach of peace;  

d) The Gist of FIR giving the number of FIR, gist of offence and section of 
law under which the case is registered;  
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e) The effecting of searches;  

f) The seizure of property and its disposal;  

g) The effecting of arrests with or without warrants;  

h) The receipt and manner of execution of Magistrate’s order u/s 154, 156 
and 159 Cr.P.C and section 17 of the P.C Act, 1988;  

i) Every officer returning from any investigation shall record his arrival 
regarding the investigation made, places visited, the details of property 
seized and deposited in malkhana;  

j) All case property received or released from Police station malkhana;  

k) All arrivals and dispatches from Police stations of persons in custody and 
all admissions to and removal from Police station lockup, whether 
temporary or otherwise;  

l) It is mandatory for SHO to check the malkhana and properties therein 
twice a week and make a report of the same on the day after checking. 

m) Routine entries like arrival and departure of patrolling staff, Policemen 
sent for process service duties, deployment of sentry, accused guard 
duty etc. shall be made.  

n) All important incidents either political/processions/dharna etc. shall be 
entered by SHO himself. 

The following instructions are issued for the maintenance of General Diary:  

1. The SHO shall examine the vehicle(s), communication equipments, 
telephones, fax, and other equipments and record the maintenance 
details and damages if any. He should countersign the vehicle log books 
daily;  

2. He shall scrutinize the diaries of each beat and note in the station GD any 
important matter requiring attention;  

3. He shall leave specific instructions for the next 24 hours in the general 
diary and also where necessary, in the diaries of any beat or the outpost;  

4. When detailing HCs and PCs for any duty, he should specify the time of 
their departure and return to the station after assessing the time required 
for the duty proposed to be performed;  

5. Whenever he goes out, he should record the duty on which and the place 
to which he is proceeding, and hand over charge of the GD to the next 
officer in-charge;  

6. When the SHO goes out on any work including court work, he should, 
after completing the work, return to the station and record in the general 
diary, the work turned out by him. Whenever the SHO goes out, he 
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should see that his absence from the station is to the barest minimum, a 
necessity to ensure efficiency and discipline in the staff;  

7. HCs or PCs sent outside the town on duty should be issued with a 
command certificate under the SHO’s own signature, specifying the work 
he is to perform and the hour at which and date on which he is to return;  

8. Whenever the SHO returns to the station, he should take follow up action 
as per entries made in the general diary or beat diaries and record the 
fact of his having done so therein;  

9. The days, on which the SHO does not propose to check night patrols, he 
should direct, through an entry in the station general diary, the next in 
command to carry out the check.  

 
12.17 Crime Register  

All the details of cognizable offences in which FIR has been registered shall 
be entered in the register with information of Complainant, Accused, date & 
time of report, Property, Brief of case & investigation details. This register 
shall be maintained as per Form No. 12.17 

 
12.18 Non-Cognizable case register  

A separate register shall be maintained at every Police Station for maintaining 
all the details of non-Cognizable cases. This register shall be maintained as 
per Form No. 12.18 

12.19 UD FIR Register  
A separate register shall be maintained at every Police Station for maintaining 
all the details of UD FIR cases. This register shall be maintained as per Form 
No. 12.19. 

 
12.20 Charge sheet/ Final Report, Supplementary Charge sheet & UDFIR Final 

Report Register 

A separate register shall be maintained at every Police Station for maintaining 
all the details of Chargesheets/Final Reports and supplementary charge 
sheets and UDFIR Final Reports. These registers shall be maintained as per 
Form No. 12.20(a)/12.20(b)/12.20(c). 

 
12.21 CFSL/FSL Register:  

All the properties sent to FSL/CFSL shall be entered in this register with date 
& time of receipt & dispatch of property. It shall be maintained as per Form 
No. 12.21. 

 



139  

12.22 Malkhana Register:  

All the properties seized shall invariably be deposited in Malkahana & details 
of properties shall be maintained in this register. This register shall be 
maintained as per Form No. 12.22. 

 
12.23  Arrest Register:  

The details of arrestee shall be maintained with time of arrest & bail. This 
register shall be maintained as per Form No. 12.23. 

 
12.24 Circulars/ SOPs File Book: 

Part I. - All standing orders/circulars issued by the senior officers shall be 
entered in a file book. These standing orders/ circulars shall be continuous for 
five years and the file shall be indexed. These orders will be checked 
annually. 

Part II. - In each Police station an annual file shall be maintained of all circular 
and other orders issued for the instruction and guidance of the Police and not 
being standing orders or orders on which a reply is returned in original. Each 
paper before being placed on this file shall receive a registration number in 
the correspondence register, where the subject and the fact of its being 
placed in the file shall be noted.  

 
12.25 Petty Case Register 

(a) Petty cases which are dealt with by the Police on their own motion or 
otherwise shall be registered in Form 12.25, which are not reported in the 
Case diaries.  The record shall be in duplicate; one form will serve as a 
charge-sheet or complaint for presentation to the court and the counterfoil will 
be for the Station record.  Copies of petty case charge-sheet and all relevant 
documents shall be supplied to the accused. 

(b) At the end of each month an abstract of petty cases shall be prepared and 
submitted to the SDPO.  A copy of the abstract shall be attached to the Petty 
Case Register. 

12.26 Register of Stolen Properties 
(a) All properties stolen, whether recovered or not, and all properties and 
articles of which the Police take charge under Section 102 Criminal Procedure 
Code, shall be entered in this register. 

(b)The term “stolen property” is defined in Section 410, Indian Penal Code. 

The amount of property to be entered as stolen and recovered shall be the 
amount accepted by the Magistrate and shown in the final report of the case.  
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Property in cases which are treated as false, or mistake of fact or law shall be 
scored out in red ink. 

When promissory notes, bonds and other similar property are stolen, only the 
intrinsic and the nominal value of the article stolen should be entered. This 
register shall be maintained as per Form No. 12.26. 

 
12.27 Register of Summons and Warrants 

(a) Separate registers of summons and warrants shall be maintained at every 
Police Station and Outpost.  Unexecuted processes shall be brought forward 
in the register at the beginning of every month, and this shall be entered in red 
ink.     

(b) At the end of the month, an abstract shall be entered in the register.   

This shall be maintained as per Form No. 12.27(a)/12.27(b) 

 
12.28 Quarterly Crime Abstract 

An abstract of crime shall be made out quarterly in each station and a copy 
forwarded to the SDPO within a week after the expiry of each quarter. 
  

In every quarter abstract of all the crimes for the year up to the end of the 
quarter shall be shown. Cases pending from the previous year will be shown 
separately to the year to which cases belong, until they are finally disposed 
off. After the final disposal of such cases has been shown in any abstract, 
mention of them will be discontinued in any subsequent abstract. This shall be 
maintained as per Form No. 12.28 

 
12.29 Weekly Station Crime Report and Weekly Diary of Sub-Inspector ansd 

Assistant Sub-Inspector:- 

All Police Stations will send their weekly crime reports under various heads to 
the SDPO every Monday, of cases reported during the previous week. Apart 
from this, every Sub-Inspector and Assistant Sub-Inspector shall submit to the 
Superintendent of Police through the SDPO. 

 
12.30 Proclaimed Offenders Register  

A proclaimed offenders register shall be maintained in Form 12.30 in each 
PS. This register shall be maintained, in two parts: - Part I --- In part-I the 
names of proclaimed offenders who are residents of that Police Station shall 
be entered irrespective of the Police Station by which they were declared as 
proclaimed offenders. Part II --- Shall contain the names of proclaimed 
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offenders of the Police Station irrespective of the fact that they are not the 
residents of the Police Station. 

 
12.31 Village Roster 

 Important villages for which regular beats are detailed with their hamlets 
should be shown first in the Village Roster grouped into beats and the 
remaining villages subsequently as a miscellaneous beat.  The number of 
constables should be noted against such villages as are actually visited by 
them on beat duty. This register shall be maintained as per Form No. 12.31. 

 
12.32 Village Crime Register 

This is a very important register from the crime and criminals records point of 
view. This register shall be maintained in the following five parts. The Village 
Crime register is an unpublished official record relating to the affairs of the 
State and is a privileged document under section 123 of the Indian Evidence 
Act. 

 Part I-This register will be containing information about a Village. A separate 
register shall be maintained for each Village.  

Part II- Any crime registered in the area of the Village shall be entered in this 
register.  In this register shall be entered the names of persons residing in a 
Village who have been arrested or against whom strong suspicion of 
involvement in cognizable cases, whether the case occurred in the Village or 
not, exists. 

 Part III- Any crime registered in the area of the Village. In this register shall 
be entered the names of persons residing in other Village who have been 
arrested or against whom strong suspicion of involvement in cognizable 
cases, whether the case occurred in the Village or not, exists shall be entered 
in this. 

 Part-IV this is a confidential register and shall remain in the personal custody 
of the Officer In-charge of the Police Station. The following matters shall be 
entered in this register: - 

(i) Notes regarding influential individuals residing in or having connection 
with the area who habitually abet or share in the proceeds of crime or 
shelter criminals.  

(ii) Special types of lawlessness or crime to which the inhabitants of the 
area are addicted.  

(iii) Notes on gangs operating in the area. 

(iv) Notes on personal, land, communal and other feuds, which are liable to 
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cause breach of peace.  

(v) Notes on fairs and similar occasions requiring the special attention of 
the officer in-charge of the Police Station.  

(vi) Notes on criminals of other areas who commit crime in the jurisdiction. 

(vii) A list of respectable inhabitants of the area who can provide important 
information regarding proclaimed offenders and absconders. 

(viii) Convictions under section 124-A and 153-A IPC.  

 
Part V - The Conviction Register. It is a permanent record of the crime and 
criminals and of previous convictions. It is to a great extent the basis for the 
preparation of History sheets and other measures of surveillance. In this 
register entries shall be made by the Officer In-charge of the Police Station 
personally or under his special or general orders. Each entry shall be signed 
by the Officer In- charge of the Police Station personally. This shall be 
maintained as per Form No. 12.32. 

12.33 PCR/ ERSS Call Register 

A PCR/ ERSS call register shall be maintained at every Police station with 
details of the date and time of call, call attended by whom, Caller name and 
number, Brief facts of the call, what action was taken or result of the Call. This 
register shall be maintained as per Form No. 12.33 

 
12.34 MLC Register 

An MLC register shall be maintained at every Police station with details of the 
date and time of MLC case, Information given by whom, Hospital and Patient 
name, Brief facts of the MLC, what action was taken or result of the MLC. This 
shall be maintained as per Form No. 12.34 

 
12.35 Missing Persons Register 

All Police Stations shall maintain missing persons register in which all the 
information regarding missing person reported at the Police Station shall be 
recorded as per Form No. 12.35 

 
12.36 Register of Un-Identified Dead Bodies 

All Police Stations shall maintain a register of unidentified dead bodies, in 
which all the information regarding unidentified dead bodies found in the 
Police Station jurisdiction shall be entered as per Form No. 12.36 

 
12.37  Motor Accident Claim Tribunal (MACT) Register 
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All Police Stations shall maintain a MACT register in which all information 
regarding accident cases occurred in the Police Station jurisdiction including 
the details of sending MACT report to the insurance company as well as to 
MACT by the I.O. shall be entered as per Form No. 12.37 

 
12.38 Women and Child Help Desk Register 

All Police Stations shall maintain a Women and Child help desk register, in 
which details of all complaints regarding any crime against Women/Children 
or any such information pertaining to women and children which require 
Police intervention or assistance and the action taken thereof shall be entered 
as per Form No. 12.38 

 
12.39 Complaint Register:  

All the complaints received head wise shall be maintained with details of 
Enquiry officer, complainants & timeline for enquiry. This register shall be 
maintained as per Form No. 12.39 

 
12.40 Posting Register: 

A register of Officers and staff posted at the Police Station or at the Outpost 
shall be maintained at each of these places.  Particulars required under 
various columns of the register shall be entered for each rank separately, i.e. 
the register shall be divided into five parts, one each for Inspector, Sub-
Inspectors, Assistant Sub-Inspectors, Head Constables and Constables. It 
shall be maintained as per Form No. 12.40 

 
12.41 Duty Roster 

(a) In all Police stations the Duty Roster shall be filled up before the staff are 
detailed for duty. 

 (b) Staff should ordinarily start for all the duties from the Station only. 
Similarly, they must return from duty and report at the Station before going 
home. 

This register shall be maintained as per Form No. 12.41. 

 
12.42 Sentry Relief Books 

The Sentry Relief Book in a Police Station where there is no standing guard, 
shall be entered with respect to the constables deputed for Station sentry 
duty.  When a prisoner is confined in the lock-up, a regular guard shall be 
posted, and the necessary entries made in the sentry relief book. This register 
shall be maintained as per Form No. 12.42. 
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12.43 Reward Register 

A reward register shall be maintained in which entries of all particulars in brief 
as contained in reward rolls submitted to the Superintendent of Police from 
time to time.  As soon as rewards are sanctioned, a reference to that effect 
and nature of reward sanctioned will be entered in the remarks column of the 
register. This register shall be maintained as per Form No. 12.43. 

 
12.44  Government Property Register 

This register shall be maintained in five parts.  Part-I will include all arms 
supplied to the Station or Outpost as the case may be, Part – II will include 
ammunition and Part – III will include dead stock such as furniture, etc.  Part – 
IV Library, i.e. books and publications and Part – V expendable stores such 
as Diesel, Petrol, Kerosene oil, flannelette rifle oil, cells, etc. This shall be 
maintained as per Form No. 12.44 

 
12.45  Arms License Register 

 (a) SHOs of Police stations shall be supplied with lists of persons exempted 
from the operation of the Indian Arms Act, 1959, to enable them to ascertain 
whether any particular person is or is not exempted. A list of such person shall 
be kept as an appendix to the Arms License Register. 

 (b) A register of persons licensed to carry or possess arms shall be kept at 
each Police station.  The entries shall be arranged village by village, the 
villages being grouped according to beats. Additions and alterations in lists of 
licenses made during the year shall be reported promptly by the District 
Magistrate to the SHOs of Police Stations and a list of unrenewed licenses 
shall also be furnished to Police station officers at the end of the year as soon 
as renewal of license is over. 

 This shall be maintained as per Form No. 12.45 

 

12.46 Register of Arms Deposited 

Arms deposited in Stations shall be entered in the Register and, if not 
returned or otherwise disposed of within one month from the date of their 
deposit, be removed to and lodged in the Police Armoury, unless the 
application for renewal of license is pending disposal.  The Station House 
Officer will send such arms with an extract from the register which is in 
duplicate with a trefoil for the Station record. One copy will be retained in the 
Police Armoury and the other returned to the SHO as an acknowledgement.  
This acknowledgement should be pasted with the corresponding trefoil in the 
Station and the number allotted for each weapon in the Police Armoury should 
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be noted against the respective arms in the Register of Arms Deposited. This 
shall be maintained as per form No. 12.46 

 
12.47 Correspondence 

(a)  All correspondence received at or dispatched from a Police Station or 
Outpost shall be registered in the correspondence registers. The 
correspondence register shall be maintained in two parts, viz. one for 
incoming correspondence (Receipt Diary) and the other for outgoing 
correspondence (Dispatch Diary). Every correspondence shall be given an 
annual serial number.  In the “remarks” column of the register, cross-
references to the serial number of the receipt or dispatch diary as the case 
may be, will be given to facilitate reference. 

(b) All confidential, secret and top secret letters should be invariably sent in 
double cover.  The inner cover should distinctly bear the security marking 
“Confidential”, “Secret” or “Top Secret”, as the case may be, and should be 
properly sealed and addressed by name to the officer for whom it is intended, 
while the top cover should bear only the usual official address of the officer.  
In no case should the security marking be indicated on the top cover.  A 
“Confidential” or “Secret” or “Top Secret” communication shall be opened only 
by the officer for whom it is intended.  For all correspondence of a 
confidential, secret, or top-secret nature the SHO shall maintain a separate 
correspondence register in two parts as stated above which should be written 
in his own handwriting and kept in his personal custody. 

(c) Every SHO shall submit to the Superintendent of Police a monthly return of 
pending correspondence. 

These shall be maintained as per Form No. 12.47(a)/47(b). 

 
12.48 Fine Amount Register 

This register is for entering details regarding fines realized under various 
provisions/ laws/ orders. The details shall be entered head wise in this 
register. SHO should regularly review the depositing of the fine collected in 
Govt. treasury. 

 
12.49 Memo Book 

The Memo book is intended for all correspondence including correspondence 
with the magistracy, for which no particular form is prescribed. This shall be 
maintained as per form No. 12.49 

 
12.50 Gazetted Officers Visit book 
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This is maintained on a blank register. The Gazetted Officers on their visit to a 
Police Station shall give their remarks which requires the attention of the 
officer In-charge in this register. This shall be maintained as per Form No. 
12.50. 

 

12.51 File Book of Inspection Reports 

This is a file cover of standard size in which inspection reports by Gazetted 
Officers are kept along with its compliance. 

12.52 Beat Book and Division Officer 

An area under the jurisdiction of any Police station is divided region wise into 
beats and they are supervised by Division Officers of the rank of Sub 
Inspector or ASI. They are responsible for checking illegal activities in their 
division like sale of illicit liquor, drug trafficking and other crimes. The division 
officers will supervise the staff deployed in their beats and ensure the 
presence of beat staff in the field at least twice in a day. The division officer 
along with the beat staff shall maintain beat book which shall contain details of 
that beat. 

 
12.53 Lockup Register 

The details of arrested person in lockup shall be maintained with time of 
detaining in lockup & releasing from lockup. This register shall be maintained 
as per Form No. 12.53. 

 
12.54 Police Outposts 

 (a) Outposts are established for the purpose of patrolling and surveillance and 
generally for the prevention of crime.  They are not Investigating centres and 
the Officer-in-Charge, usually a SI or ASI or Head Constable, is responsible 
for the functioning of the outpost. The Outpost in-charge is under the control 
and direction of the SHO of the parent Station.  He shall detail duties to his 
men at roll call to be held at 0800 hours daily and shall supervise the work of 
his men.  He shall also maintain a GD in accordance with instructions laid 
down in rule 12.15 and submit a copy of the diary to the SHO daily.  As 
regards his powers of recording first information in cognizable cases, 
investigation and inquiry into cases of sudden and unnatural deaths, 
instructions are given in the respective chapters dealing with these subjects. 

 A crime register as per rule 12.17 shall be maintained at each Outpost 
wherein all cognizable crimes occurring within their jurisdiction shall be 
entered. Copies of history-sheets concerning any bad characters living within 
the outpost limits shall also be maintained. 
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 (b) It is the duty of SHO to inspect the outposts under them at least once 
every month, except that in case of Nicobar Islands he shall do so once every 
quarter. 

 
12.55 Look-Out Post (LOP) 

Lookout posts have been established in the remote islands to ensure the 
Police presence in all the strategic places. Their functions are to do patrolling, 
and check that no illegal activities take place in those islands. They have been 
established to prevent smuggling of drugs, forest products and wildlife. They 
also check that the foreign poachers mainly from Myanmar and Thailand do 
not engage in any illegal trade. This also ensures that no illegal immigrants 
are inhabited in these remote islands. These posts are important from the 
point of view of security as they prevent the terrorists from using these 
uninhabited islands and strengthens the strategic significance of their islands. 
They help in protecting our marine resources also.  

 
12.56 Jarawa Protection Post (JPP) 

 JPPs have been established in the Jarawa reserve forest area to protect 
the Jarawas and to implement the Jarawa Policy. They have the duty to 
prevent Jarawa-General Public interaction during convoys and in other 
Jarawa reserve areas. 

 They are usually in remote areas and carry out patrolling in the forest 
areas to ensure that no unauthorized human contact takes place. They 
also ensure that the Jarawas are not exploited, and their rights are 
protected. They do coastal patrolling and ensure that natural products are 
not exploited. They enforce PAT Regulations by keeping a check on 
Poachers/ Outsiders. 

 They also regulate the traffic by convoy system in the Andaman Trunk 
Road passing through the Jarawa Reserve Forest. Joint patrolling must be 
carried out by JPP staff along with AAJVS and Forest staff.  

 
12.57 Marine Police Operational Centers (MPOCs): 

Under Coastal Security Scheme-II of MHA, GoI 10 MPOCs will be setup at 
various locations across the Islands from East Island in the north to Campbell 
Bay in the south. The other MPOCs will be Interview Island, Diglipur, 
Kadamtala, Swaraj Dweep, Port Blair, PongiBalu, Hutbay and Nancowrie. 
These MPOCs have been envisaged as nerve centers for patrolling and 
surveillance collection in the jurisdiction. The marine vessels under the 
operational control of MPOCs would work in close coordination of the coastal 
Police stations to secure the coastal waters. 
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DAILY ROUTINE IN POLICE STATION 

12.58 Roll-call, Drill and Class: The SHO or other officer for the time being in 
charge of a Police Station will hold Morning or evening roll-call based on the 
duties of the staff allocated and necessary briefing, de-briefing and 
instructions or orders are communicated to them.   

Every Friday drill/ parade shall be conducted for one hour following the roll-
call.  

Every Saturday the staff/men will be required to do fatigue duty instead of drill.  
Fatigue duty consists of cleaning and keeping in order the area around the 
Station and Government quarters, generally maintaining the orderliness of the 
station premises including Parade ground and garden.  With exception of the 
Station sentry on duty and those out on duty, all staff will attend parade or 
fatigue duties. 

Fortnightly all staff except on essential duty shall be given training or legal 
awareness class; They shall be made aware of every change or addition to 
law which concerns the Police and all Standing orders or Circular Orders 
which are useful. 

SECTION IV – OUTPOSTS 
 
12.59 Sentry: There will be a sentry round the clock at every Police Station.  It will 

be the duty of the constable on watch to guard the Strong-room, Malkhana, 
the Treasure-chest if any, and all properties generally available in the Station 
House. The treasure chest should ordinarily be kept in the strong-room and 
the lock of this room (or the treasure chest or malkhana) should invariably be 
examined by the relieved sentry in the presence of the relieving sentry.  A 
separate guard should be deployed to guard the prisoners in the lock-up. 
Prisoners in the lock-up are to be counted by both the relieved and relieving 
sentry.  The SHO shall post every Sentry on the guard personally. 
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Appendix 12.14 
ANDAMAN AND NICOBAR POLICE 

 
Records to be maintained in Police Station 

SL No.  NAME FORM NO. PERIOD OF 
RETENTION  

1.  Crime Register 12.17 Permanent 

2.  Non-cognizable Case Register 12.18 Permanent 

3.  UDFIR Register 12.19 Permanent 

4.  Chargesheet/Final Report Register 12.20(a) Permanent 

5.  Supplementary CS Register 12.20(b) Permanent 

6.  UDFIR Final Report Register 12.20(c) Permanent 

7.  CFSL/FSL Register 12.21 Permanent 

8.  Malkhana Register 12.22 Permanent 

9.  Arrest Register 12.23 05 years 

10.  Hawalath/Lock up register 12.24 03 years 

11.  Petty case Register  12.25 03 years 

12.  Stolen Properties register 12.26 5 years 

13.  Summon  12.27 3 years 

14.  Warrant Register 12.28 3 years 

15.  Quarterly crime abstract  12.29 05 years 

16.  Proclaimed Offender Register 12.30 permanent 

17.  Village roster  12.31 03 years 

18.  Village Crime Register 12.32 permanent 

19.  PCR/ ERSS Register 12.33 03 years 

20.  MLC Register 12.34 05 years 

21.  Missing Person Register 12.35 permanent 

22.  Register of Unidentified Dead Bodies 12.36 permanent 

23.  MACT Register 12.37 05 years 

24.  Women & Child Helpdesk Register 12.38 05 years 

25.  Complaint Register 12.39 05 years 

26.  Posting Register 12.40 Permanent 

27.  Duty roster  12.41 03 years 

28.  Sentry Relief Book  12.42 01 year 

29.  Reward Register 12.43 03 years 

30.  Govt. Property Register 12.44 Permanent 

31.  Arms license register  12.45 03 years 
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32.  Register of arms deposited  12.46 03 years 

33.  Correspondence register (Dispatch and 
Receipt Register) 

12.47(a) 
and 

12.47(b) 

02 years 

34.  Memo book  12.49 03 years 

35.  GO’s Visit Book 12.50 10 years 

36.  Lockup Register 12.53  

37.  File Book for Inspection report  03 years 

38.  FIR for UD 15.1 05 years 

39.  Inquest Report 15.4.1 05 years 

40.  Final Report of UD 15.11 05 Years 

41.  Beat Book   19.21(2) 03 years 

42.  Notes on villages 20.4 Permanent 

43.  Village Crime Sheet 20.5 Permanent 

44.  Professional crime register 20.6 Permanent 

45.  General Conviction Register 20.7.(a) Permanent 

46.  History Sheet 20.8 Permanent 

47.  Index to History sheet 20.8(f) Permanent 

48.  Rowdy Sheet    20.9 Permanent 

49.  BC Roll (A) 20.10(a) 03 years 

50.  BC Roll (B) 20.11 03 years 

51.  Hue and Cry Notice 20.14 03 years 

52.  Release of foreign prisoners   20.15 10 years 

53.  A & B list of absconding Warantees 20.17  permanent 

54.  Budding Criminal Register   20.19 05 years 
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  Form 13.3.1(b) 
 

Andaman & Nicobar Police 

 

Sl.No. Date & 
Time 

Incident/Information Complainant Type of incident 
Cog./Non-Cog. 

     

     

     

     

 

 

 

 

Sig. of I/C OP 
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 Form 13.3.1(b) 
 

Andaman & Nicobar Police 

Sl.No. Date & 
Time 

Incident/Information Complainant Type of incident 
Cog./Non-Cog. 

     

     

     

     

     

 

 

 

 

 

Sig. of I/C OP 

FORM 13.16 
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FORM 13.16(a) (i) 
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FORM 13.16 (a) (ii) 
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FORM 13.16 (a) (iii) 
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FORM 13.16 (a) (iv) 
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FORM 13.16 (a) (v) 
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