
INSPECTOR GENERAL’S STANDING ORDER NO. 1 

 

Chapter I 

 

1. Police Rules provide for the issue of Standing Orders by the Inspector General, 

Deputy Inspector General and Superintendents of Police (see Police Rules 1.6 and 

22.53). There are many matters concerning crime and administration which are not 

fully covered by Police Rules or that need co-ordination or explanation. Instructions 

on these matters should find a place in Standing Orders so that there may be 

uniformity of practice. Many of the instructions and circulars, issued in recent years 

have the force of Standing Orders but having gone out in the form of letters, they 

have been lost sight of, in office files. Many officers who saw them originally, have 

forgotten about them and some junior officers have never seen them at all. So that 

such orders may not be over-looked, in future they will be issued as Standing 

Orders and be kept in separate files. Each order will be given a serial number with 

the date of issue, will bear the number of the chapter of Police Rules to which it is 

most closely related and show to what officers it has been issued. Orders issued by 

the Inspector General will be kept on one file which will have an index by Police 

Rules chapters and under each chapter in the index will be entered the number of 

the circular pertaining to that chapter and the subject of the order. If the number of 

orders relating to any chapter of Police Rules becomes big enough to justify the 

opening of a separate file of orders for that chapter alone, orders will be issued for 

the opening of such a file. The file of Standing Orders will be kept on the tables of 

Deputy Inspectors General and Superintendents of Police so that it is available for 

immediate reference. 

2.  A separate file will be maintained in the same form for orders issued by Deputy 

Inspectors General who are requested to see that all orders of permanent or 

semipermanent application are issued in this way and not in letter form in future. 

The file of these orders will also be kept handy for reference. Superintendents of 

Police should keep the copies of their own Standing Orders also on their tables. 

Care must be taken to see during Police Station inspections that Station House 

Officers keep Registers No. 3 up to-date and always handy for reference. 

 

    Sd/- 

    (A. Kumar)  

Dated : Inspector General of Police, Punjab. 

 

INSPECTOR GENERAL’S STANDING ORDER NO. 2 

 

Chapter III Buildings 

 

Repair to Police Buildings and Employment of Masons, Carpenters, Painters etc. 

 



1. It hardly needs any emphasis that the proper maintenance of Police Buildings is 

very essential, both in the interest of economy and to keep up their shape. The 

pattern of Police Station buildings and the residential quarters is not the same due to 

the change in structure from time to time. In many places there are still Kacha 

buildings, or buildings with old brick work which are either plastered or white 

washed or coloured. This does not give a uniform picture of the Police Stations and 

the Police Buildings. The colouring of burnt brick walls is a waste of time and 

money, as it has to be done every year and on every inspection of the Police Station. 

Plastering is also costly and repairs have to be carried out to the plaster frequently. 

The plastering or colouring should, therefore, only be resorted to those Police 

Stations or other Police buildings with the permission of the Range D. I. G. where 

the brick work is ugly or uneven. The Superintendents of Police will ensure that the 

plastering is of the cement only without being coloured and where the colouring is 

deemed necessary it should be of brick colour. Throughout the district the same 

colour will be adopted. 

2. At each inspection of the Police Station or other buildings it will be the duty of the 

Superintendent of Police or other Gazetted Officers to examine the Police buildings 

with more care and thoroughness with a view to ensure speedy and economic 

repairs. Prompt attention should always be paid for the removal of minor damages 

and defects as it may save heavy expenditure in future. This should also be kept in 

view that a building programme can be extended to two or three years and divided 

into phases to remove defects, requiring immediate repairs and those which could 

wait. The buildings in the worst condition should receive prior attention while the 

others should be kept weather proof and in reasonable good repairs. Keeping in 

view all these factors and budgetary limits, the Superintendents of Police, and other 

Inspecting Officers would make remarks in Register No. 13 in case of informal 

inspections and in Register No. 14 in the case of formal inspections. In addition 

they will prepare a detailed note giving particulars of the works to be done and send 

the same to the District Estimate Committee to attend to repairs. 

3. A committee consisting of the Reserve Inspector, a Sub-Inspector nominated by the 

Superintendent of  Police and the Accountant will be formed in each  district in the 

beginning of the year to prepare and to fix the programme of repairs, so that the 

masons, painters and carpenters are kept fully occupied throughout the year. The 

emphasis should be on economy, as well as to see that the time of the mistries is not 

wasted. The necessary stores and material for repairs should be purchased in 

advance or kept in ready stock. The estimates should be prepared in consultation 

with the mason, painter, and the carpenter and the programme of repairs should be 

so prepared that they carry it out as expeditiously as possible. The advice of P. W. 

D. may also be taken in the evaluation of work and the estimates. The local labour 

for carrying material and miscellaneous work should be supplied by the local 

officers. The estimates thus prepared and endorsed by the committee should be 

approved by the Superintendent of Police who will ensure that the repairs work is 



spreadover the whole year and that every building in the district has its share of the 

repairs. 

4. The programme, thus, envisaged should be strictly adhered to, except for the 

variation which may be necessitated due to the vagaries of weather or other 

compelling circumstances. The material shall be purchased by the committee and 

stored in the Police Lines to be distributed according to the needs and issued under 

the orders of the Superintendent of Police. Where it is economical, the material may 

be purchased locally. The Reserve Inspector or the Lines Officers shall keep a stock 

register in which pages shall be allotted to each article. The expense shall be duly 

noted and certified. Similarly register for the attendance of masons, painters and 

carpenters will be maintained and subjected to inspection by the Superintendent of 

Police, who will ensure that the return of work by these artisans is good. The record 

of the labour employed shall be kept in P.P.R. Form 3. 14 (2) and will be within the 

limits of the estimates. 

5. The Superintendent of Police will also ensure that the mason has experience in 

cement work and also can effectively carry out  repairs of all sorts. He should also 

be able to prepare estimates of repairs and to effectively supervise the additional 

masons employed on daily wages where necessary. Painters should know how to 

remove old paint to smoothen the wood work and know the art of using blow-lamp 

or to burn the old paint for its removal. The carpenter will be mainly employed for 

maintenance work. If sufficient work of this type is not there to keep him fully 

employed he may be used to prepare fresh articles of barrack or office furniture. 

Where repairs involve masonary and carpentry work the mason and the carpenter 

should be employed on the same building. The repairs to furniture held at that 

building/place should be carried out by the carpenter at the same time or shortly 

after the repairs to the wood work have been completed. 

6. In no case, the Station House Officer should be given money and allowed to carry 

out their own repairs. The Station House Officers will, however, help in securing 

the local labour and in supervising the work of government masons and also help in 

seeing that the repairs are meticulously carried out. The Reserve Inspector or Lines 

Officer shall also check the work of repairs. Additional masons and carpenters can 

be employed on daily wages if the work of repair is heavy and the government 

masons cannot cope with it. Skilled labour can also be engaged on daily wages like 

un-skilled labour so that a number of works at different places can proceed 

simultaneously and are completed within the same financial year. In no case the 

masons etc. shall be allowed to arrange or pay for the local labour. Similarly they 

will not be allowed to purchase themselves the material, required for repair. 

7. Petty repairs in Police Stations or Police Posts such as replacement of broken door 

hinges, broken glass panes or a worn bottom strip of a door frame, can be carried 

out locally as it would not be economical to send an artisan long distances to do 

such like small jobs, unless and until there is sufficient work for the artisan to spend 

two or three days and he finds time to do so. 



8. In all cases of works requiring professional advice, local officers of the P. W. D. 

should be consulted before the work is executed by a departmental agency or 

private contractors. 

 

 

 Sd/- 

 (A. Kumar) 
Dated : Inspector General of Police, Punjab. 

 

INSPECTOR GENERAL’S STANDING ORDER NO. 3 

 

Chapter III Buildings 

 

Major Works 

 

1. The construction, improvement and up keep of Police buildings, both residential 

and non-residential has not been satisfactory. In order to improve this state of 

affairs we have, of late, been vigorously pursuing this matter with the Government 

of India, with the result that they are not rendering assistance to the State 

Government by means of repayable loans. It has, therefore, become necessary that 

concrete scheme for Police Housing showing the accommodation required at 

various places (single as well as married), the total cost of construction etc. should 

be drawn up without any delay. 

2. With a view to minimising the time taken in correspondence between this office and 

the concerned units for collecting information about Police buildings at various 

places, it has been decided to maintain in C. P. O. a priority list of all the major 

works, both residential and non-residential. In case there are subsequent additions to 

or substractions from this list, the same will be reported to this office by the unit 

concerned through the Range D. I. G. and he will indicate the changed priority vis-

a-vis other works on the list. The following procedure is accordingly laid down for 

meticulous compliance to bring about uniformity in this behalf : 

 (i) It has been observed that priority lists of major works which are recommended 

for inclusion in the schedule of New Expenditure are not being properly 

prepared. The question of determining whether or not a new major work is 

necessary, is one for consideration in the first instance by the, Superintendent 

of Police from the district point of view, and then by the Range D. I. G. from 

the Range point of view. Once a decision is reached, it should be processed 

and pursued consistently till its finalisation. 

 (ii) When the need for a new building has been established the Superintendent of 

Police should proceed methodically to secure a suitable site, preferably on 

Police land. In case Police land is not available some other suitable land 



should be selected. The following steps should be taken to acquire the land 

selected for the purpose : 

  (a) In case the land belongs to the State Govt.but is in the possession of 

some other department the consent of that department should be 

obtained for its transfer to the Police Department as is laid down in para 

6 of the F. C’s Standing Order No. 28. 

  (b) If the land belongs to private individual (s) the action for its acquisition 

should be initiated as is laid down in para 16 of the F. C’s Standing 

Order No. 28. 

  (c) When the preliminary estimate has been sanctioned by the competent 

authority it should be determined whether the land should be                  

acquired : 

   (i)  by private negotiations or 

   (ii)  compulsorily under the Act. 

   Note : The procedure to acquire the land by private negotiations is laid 

down in paragraphs 21 and 22 and by compulsory acquisition in 

paragraphs 28, 30 and 31 of the above Standing Order. 

  (d) It should be ensured that there is no religious building, temple or grave-

yard on the proposed site. 

  (e) In selecting the site, it is necessary to bear in mind that the new building 

should be conveniently situated from the point of view of the area which 

it has to control and must, as far as possible, be situated in the open with 

a reasonably large compound and away from any tall buildings which 

may overlook them. 

 (iii) The next consideration is to ensure that the plans of the new buildings are 

prepared properly. It may not be always possible to adhere to standard plans. 

In towns and cities where the land is limited it may be necessary to build more 

than one storey. Moreover, the building should be planned in a manner which 

leaves scope for further extension, if need be, constructed along the usual 

lines. The plans and estimates should receive the prior official approval both 

of the D. I. G. and this office. 

3.  When a new Police Station or a Police Post with strength equal to a Police                     

Station is to be constructed, the construction of married accommodation                       

alongwith it must invariably be pressed for. Experience has shown that when Police 

Stations have been constructed without married quarters it has been exceedingly 

difficult to obtain government sanction at a later stage for the addition of married 

quarters. 

4. Preference should be given to those places where government buildings do not exist 

at all and wheresuitable land for the purpose is available or can easily be acquired. 



5. Circumstances may, sometimes, render it necessary to provide accommodation in 

temporary buildings where leased accommodation is available. However, as a 

general measure this policy should be discouraged and should be adopted only in 

exceptional circumstances because temporary buildings are usually uneconomical 

and once constructed, there is a tendency to prolong their life beyond a reasonable 

period, and thus postpone their replacement. 

6. Attention has also to be paid to the replacement of old buildings at the proper time. 

For that, it is necessary to draw out a proposal which leaves no room for doubt that 

any further delay would probably mean a collapse of the buildings.  

7. Important building projects are held up on account of excessive delay in the 

preparation of plans and estimates. While it is admitted that the P. W. D. are, to a 

considerable degree, responsible for these delays, Deputy Inspectors 

General of Police and Superintendents of Police cannot altogether 

escape responsibility for such a state of affairs, in as much as they allow 

matters to slide and do not take sufficiently determined action to counter 

delays in the P. W. D. It has been frequently noticed that once a 

requisition for plans and estimates has been made, the Superintendent of 

Police takes no further interest in the matter. It is, therefore, directed 

that, when ever a Superintendent of Police fails to obtain the requisite 

plans and estimates from the Executive Engineer within a month of the 

date of requisition, the fact should atonce be reported to the Range D. I. 

G. who will bring the delay to the notice of the Superintending Engineer 

of the Circle concerned by a demi-official reference. If the Range 

Deputy Inspector General of Police fails to obtain the expedition needed, 

the case should atonce be reported to C. P. O. for reference to higher officials of 

the P. W. D. Such a course should particularly be adopted in the cases where 

estimates or sub-estimates are to be prepared by the Public Health and or the 

Electrical Department. 

8. Proposals relating to acquisition of land should receive priority attention, as delay in 

such cases not only prejudices government interests, but in some cases renders the 

proposals itself largely infructuous. 

9. It has become more or less a general practice to revise the cost of works already 

approved administratively. This not only involves extra cost and labour but also 

causes delay in the execution of work concerned. This practice should be stopped 

except in very rare cases when revision of estimates is inevitable and in such cases 

detailed reasons should be furnished. In order to avoid such a situation rough cost 

estimates based on latest rates of material and labour etc. should be obtained from 

the P. W. D. authorities. 

 

 Sd/- 

 (A. Kumar) 



Dated : Inspector General of Police, Punjab. 

 

INSPECTOR GENERAL’S STANDING ORDER NO. 4 

 

Chapter III Buildings 

 

Minor Works 

 

1. Under Police Rule 8.10, Range Deputy Inspectors General of Police are required to 

maintain a list of  administratively approved minor works and special repair and 

submit the same to I. G. by the Ist of July each year, in order of urgency, as 

proposed to be undertaken in the following year. Experience has shown that : 

 (a) In a very large number of cases reported for allocation of funds, 

administrative approval had lapsed, and, or 

 (b) estimates had been prepared much before the lists were sent up and were 

clearly incorrect, due to increase in the cost of labour and material during this 

interval; 

 (c) a certain number of works were included which had in fact already been 

undertaken or which were no longer necessary.  

2. This complicates the task of allotting funds especially on account of the fact that the 

C. P. O. papers relating to the grant of administrative approval for individual works 

do not contain either statements of “description of work” or those of “necessity” 

required under the Police Rules, to be submitted at the time of seeking 

administrative approval. Whereas the intra-range urgency of works can be judged 

form the priorities allotted by the Deputy Inspectors General of Police, there is no 

material available in the C. P. O. to determine the priorities on State basis. 

3. In order, therefore, to ensure that in future there is as little delay as possible, in the 

financing and completion of important works, and that the best possible use is made 

of funds allotted to the Police Department, the following instructions are issued : 

 (a) Lists of administratively approved minor works maintained in Range Offices 

will be checked at regular intervals, with a view to having estimates revised 

and administrative approvals, renewed well in time to enable upto date 

information to be supplied in the annual statements submitted to this office. 

Actual preparation of fresh estimates and applications for fresh administrative 

approval should be confined to works likely to be financed within a 

reasonable time, say within the ensuing two years. 

 (b) Proposals for administrative approval submitted to this office will be 

accompanied by a separate self-contained and detailed statement describing 

the work to be done and its necessity. This statement will be detached and 

recorded in the appropriate file in this office at the time of returning other 

papers to the Range Office. 



4. The foregoing instructions are intended primarily for minor works requiring I. G’s 

administrative approval. The Range Deputy Inspectors General of Police should 

issue instructions on the same lines to Superintendents of Police in respect of 

works, in which they are competent to grant the administrative approval. 

5. The Range Deputy Inspector General of Police will undertake the first check and 

revision of lists of administratively approved minor works forthwith. While 

assigning priority to the works they should keep in view the desirability of 

providing residential accommodation to O. R’s and N. G. O’s in the first instance. 

  

 Sd/- 

 (A. Kumar) 
Dated : Inspector General of Police, Punjab. 

 

INSPECTOR GENERAL’S STANDING ORDER NO. 12 

 

Chapter X 

 

Adjustment of Expenditure Relating to Work Bills 

 

1. Appropriation accounts relating to the major head “23 Police” furnished by the 

Accountant General, Punjab at the close of each financial year, invariably reveal 

considerable variations between the modified allotments and the actual 

expenditure, and I am usually required to furnish explanations for these 

variations. An examination of the causes shows that in the main they are 

invariably due to last minute adjustments of expenditure relating to work 

bills. It frequently happens that work bills relating to stores received or 

services rendered towards the close of a finaicial year are received, 

accepted and accounted for by disbursing officers in the subsequent 

year, whereas the Accountant General adjusts such bills against accounts 

of the financial year in which the supply was actually made or the services 

actually rendered. This variation in procedure naturally results in the 

booking of excess expenditure by the Accountant General and a 

corresponding reduction by the disbursing officers in the accounts of a 

particular year. Futher more there is a resultant inaccuracy in the Lists 

of Excess and Surrenders which inevitably results in a great deal of 

vexatious correspondence and inconvenience. 

2. It is obviously desireable that a uniform procedure should be laid down 

for the future, and it has been decided that such a procedure should 

provide for the acceptance and adjustment of bills from the allotment 

sanctioned for the year in which expenditure of such bills is actually 

incurred, regardless of whether the bills are received in time or not. To 



facilitate matters, disbursing officers should maintain an account of all services 

rendered and of stores received in a financial year. If Work Bills relating to any 

particular items are not received in time for acceptance and adjustment, a sum 

estimated to cover the anticipated expenditure should be earmarked from the 

allotment sanctioned for that year. 

3. Work Bills accepted and accounted for by disbursing officers should indicate 

clearly the correct head of expenditure and the financial year to which they apply 

and against which budget they have been accounted for, so that the Accountant 

General may be able to make similar adjustments. There should be 3 copies of  

Work Bills. One copy may be retained by the department who conducts the work, 

second copy by the Department to whom the charge is debitable and the third may 

be sent to the Audit Office for carrying out adjustment. 

4. These instructions must be most carefully observed for the future. 

 

    Sd/- 

    (A. Kumar) 

Dated: Inspector General of Police, Punjab. 

 

 

 

INSPECTOR GENERAL’S STANDING ORDER NO. 5 

 

Chapter IV 

 

Issue or Replacement of Clothing and Equipment 

to  the Non-Gazetted Officers 

 

 The form prescribed in Rule 4.6 (2) of the Punjab  Police Rules contains no column 

in which the cost of each article issued to a Non-Gazetted Officer is specifically required 

to be entered . This should obviously be done if a proper check on expenditure is to be 

maintained. In future, therefore, the cost of all articles issued, should be entered in the 

‘Remarks’ column provided in the form. 

 

 Sd/- 

 (A. Kumar) 
Dated : Inspector General of Police, Punjab. 

 

 

 

INSPECTOR GENERAL'S STANDING ORDER NO. 6 

 

Chapter IV 

 

Survey Committee 



 

1. Considerable criticism of the Survey Committee System is voiced on the score that 

the system causes a great deal of unnecessary work. This criticism appears to arise 

largely from lack of appreciation of the considerable discretion permitted by the 

Rules to Superintendents of Police. The relevant Rules are PPR 4. 11 (1), 4. 24 (2), 

4. 28, 5. 4, 5. 8 (2), 6. 22, 7.17(1) and 7.22. In general, these Rules prescribe a 

survey only in cases of bulk inspection and in cases in which costly and important 

articles are involved. In regard to individual items of minor value, the rules give the 

Supdt. of Police wide personal discretion, e.g., PPR 5.8 (2) which reads : 

 (i) ‘Damages to beds and boxes resulting from fair wear and tear shall be made 

good at the expense of equipment fund. The cost of repairing damage 

resulting from carelessness, neglect or mischief shall be borne by the person 

who, in the opinion of the Supdt. of Police, is responsible for such damage’. 

 (ii) PPR 4.11 states that the prescribed life of articles may be extended at the 

discretion of the Supdt. of Police and that : 

 (a) ‘Other articles of uniform may be replaced as required, the provisions of 

PPR 4. 24 being followed when required.’ 

 (b) Finally PPR 24 uses the words, 'after due enquiry' and not after survey. 

2. It has been held that the rules give so wide discretion to the Supdt. of Police as to 

justify the issue of the following orders on general principles : 

 (i) Superintendents of Police should, in future, not be required to hold Survey 

Committee in respect of any unserviceable item or items of uniform or 

equipment, the original value of which was less than Rs. 500/- in any one 

case, but will after such enquiries as they consider necessary order on their 

own responsibility repairs or replacement free, or on part payment or on full 

payment by the defaulter, as may seem equitable in the circumstances of each 

case. This order will not, however, apply in the case of new stores the passing 

or casting of government owned animals, serious damage to government 

owned motor vehicles, serious damage to or loss of Govt. bi-cycles, or loss for 

damage to arms and ammunition. Provided, however, that the Survey 

Committee shall be required before the following rifle components are 

replaced : 

  1. Spring, extract. 

  2. Striker, 

  3. Main Spring. 

  4. Spring, leaf backsight. 

 (ii) To ensure that there is no misuse of the discretion permitted under this order, 

Supdts. of Police will forward to the Deputy Inspector General of  Police 

concerned, a monthly return of repairs, write-offs and replacements authorised 



by them under these orders without a Survey Committee, indicating in each 

case the original value of each article so repaired, written-off or replaced. 

Deputy Inspector General of Police should scrutinise these monthly returns 

with care in order to ensure that old stores etc., are not condemned, repaired or 

replaced under sole authority of the Supdt. of  Police in small quantities at a 

time so as to keep within the limit of Rs. 500/-. Deputy Inspector General will 

also instruct Range Auditor to pay particular attention to the manner in which 

repair, write-offs and replacements have been effected in accordance with 

these orders. 

 

 Sd/- 

 (A. Kumar) 

Dated : Inspector General of Police, Punjab. 

 

 

INSPECTOR GENERAL’S STANDING ORDER NO. 7 

 

Chapter V 

 

Wearing of Stars by Police Officers 

 

 In order to maintain uniformity in the wearing of five pointed star by the Gazetted 

and Non-Gazetted Police Officers, it is desirable that the stars should be worn with two 

points at the bottom and one facing directly upwards and not vice versa. 

 

 Sd/- 

 (A. Kumar) 

Dated : Inspector General of Police, Punjab. 

 

 

INSPECTOR GENERAL’S STANDING ORDER NO. 8 

 

Chapter VI 

 

Maintenance of Arms 

 

 To enhance the life of arms and in order to keep arms in serviceable condition, 

proper maintenance and periodical inspections are most important. 

 

Knowledge 

Officers. It is necessary for all Police Officers to possess sound knowledge of inspection, 

care and maintenance of small arms. 

Men. They should possess a thorough knowledge in the care and maintenance of arms 

and adhere strictly to the instructions contained in this Standing Order. 

 



Responsibility 

Supdt. of Police/ D.S.P. They are responsible that small arms, machine guns including 

chests and accessories are complete and in serviceable condition. 

R.I./L.O. He is responsible to check all small arms and machine guns with their 

accessories at least twice a month. 

 He will ensure that prompt action is taken on AIA’s inspection reports. 

 He will ensure that periodical inspections are carried out by Police Armourers. 

 He will ensure that adequate facilities for executing repairs to small arms are 

provided to Police Armourers and their assistants. He will also ensure that Armourers and 

their assistants are sent on refresher courses to Headquarters EME Centre, 

SECUNDERABAD as and when due. 

 He will ensure that all small arms are cleaned and properly oiled once a week. A 

record to this effect will be maintained and produced before S. P. for his perusal once a 

month. 

 He will report the cases of arms damaged due to misuse and neglect or loss of any 

component to S. P. for necessary action. 

 He will ensure that arms are dry cleaned and inspected by Armourer before and 

after firing. 

 He will ensure that Armourers, after attending Basic/Refresher courses, are  not 

employed on other duties except their own duties. 

Police Armourer  

 Police Armourer is technical advisor to S. P. on all technical matters pertaining to 

inspection, repair and maintenance of small arms. 

 He is responsible to carry out quarterly inspections, repairs, rebrowning, light and 

heavy preservations of arms and marking of serial number on small arms and all types of  

bayonets and scabbards. 

 He will take action on AIA’s inspection reports as expeditiously as possible. 

 He will inspect new arms/stores received from Ordnance/unit store and report to 

R.I./L.O. in case of any discrepancy. 

 He will maintain a complete record of daily work, performed by him on Artificer 

Daily Work Book. This will be produced before S. P. at least twice a month and will be 

made available for examination by the AIA during his annual inspection. 

 Armourers are not allowed to make any charge to, nor accept payment from 

Constables for work performed within the scope of their normal duties. 

 He will keep his tools and gauges in his possession in perfect good condition and 

will not use them for private purpose. The gauges will be verified by AIA at his annual 

inspection with his working gauges. Armourer tools will also be inspected by the AIA 

during his annual inspection for their serviceability. 

 He is responsible for carrying out periodical re-lubrication of rifles between fore-

end and barrel with composition preserving arms. The lubricant will be warmed and 

applied with a brush. In the case of rifles, in the hands of Policemen, this re-lubrication 



will be carried out two months prior to the annual musketry course and again not later 

than six months from this date. 

 He will visit each Police Station and Police Post twice a year according to the 

programme duly approved by Superintendent of Police in order to check the condition of 

arms and to overhaul them. 

 Whenever he is in doubt upon any technical details of his work, he will apply for 

advice of the AIA through proper channel. 

 

General Instructions 

 Kot Head-Constable is incharge of Police Armoury. He will ensure that arms 

including bayonets and scabbards are taken on charge in Kot register by names and types 

and not by bores. Such as Rifles No.1 MK 3 and Rifles No. 4 MK 1 or 1/1 will be taken 

on charge separately. 

 When arms are issued from Police Lines Armoury, the KHC will be responsible to 

check them on return with a view to ensure that no damage has been caused to any arm. It 

is his duty to inform RI/LO immediately and record a report in the daily diary in case of 

any loss or damage. 

 Arms in the armoury will be cleaned once a week under the supervision of 

RI/LO/KHC/ assisted by Head Const. armourer. A party of Policemen will be detailed by 

LO for cleaning. 

 The cleaning and oiling of the arms in the Police Stations and Police Posts will be 

done by the Police Station and Police Post staff itself and an entry will be made to this 

effect in the daily diary. 

 Armourer will be present during cleaning parade. When he is satisfied with the 

general cleanliness of the arms, he will see that all the metallic parts are cleaned and 

oiled.  

 Under no circumstances fat of any description will be used for the preservation of 

arms, as it becomes an acid and eventually proves harmful. 

 To preserve wood work of Rifles, raw-linseed oil will be applied to all types of 

rifles at least once a month under the supervision of Kot Head-Constable as per 

instructions laid down in this Standing Order. 

 Arms returned to Ordnance or transferred to another unit will be packed in the 

appropriate chests/cases unless carried by the persons. The arms will be carefully packed 

by the Armourer and all cases contaning small arms/components for transit will be sealed 

as directed in Police Rules. 

 Arms which are not in regular use or are stored in unit Kot for long period will be 

applied with mineral jelly mixed lubricating oil to avoid daily cleaning and ensure proper 

maintenance. 

 

Defects/Diagnosis and Remedies of Small Arms 

 There are three kinds of fouling which can damage the bores of barrels : 

(a) Internal  

(b) Superficial 



(c) Metallic 

Internal Fouling. When the round is fired it leaves behind the gases in the barrel. If left 

unattended it causes ‘Sweating’. The best method of dealing with it is, cleaning with 

boiling water after firing. If boiling water is not available, cold water can be used for 

about a week and the barrel must be carefully cleaned and inspected. 

Superficial Fouling. The initial stage of rust on the outer surface of arms is known as 

superficial fouling. This can be removed by ordinary methods and cleaning. 

Metallic Fouling. After firing the round, it leaves whitish streaks in the bore. If this is 

excessive, there appears roughness on the edge of the lands when looked into the bore. 

Serious cases require attention of the armourer. This can be removed with double pull-

through or gauze wire. 

 

Cleaning 

Use of Pull-Through. The following instructions are to be observed when washing with 

pull-through : 

(a) Do not use a worn pull-through. 

(b) Before use draw the pull-through with the closed hand to remove grit. 

(c) If a pull-through breaks in the bore, take the weapon to the Armourer at once. 

(d) In case of rifles, put the weight of the pull-through through the bore from breech 

end (under the bridge charger guide). It should be pulled in one continuous motion 

and do not allow the cord to rub against the side of the muzzle, to avoid cordwear. 

 

Preservation of Woodwork  

 Raw linseed oil will be applied to wood work of rifle in accordance with the 

following instructions : 

(a) Monthly by the Policemen wipe over the wood work of rifle with a dry rag and then 

apply raw linseed oil to outside of the fore-end, butt, handguard, front and rear. 

Allow to stand for 3 hours and then wipe off thoroughly. Care must be taken not to 

allow the linseed oil to touch the metal work. After application of linseed oil the 

rifle must not be polished. 

(b) By the Armourer-Half yearly and on any occasion, when it is essential to remove 

the fore-end or hand guards. Linseed oil will be applied to the inside of the fore-end 

and hand guards. Allow to stand at least 8 hours or longer if possible. Wipe off 

surplus oil before re-assembling. 

(c) During re-browning, linseed oil should be applied to fore-ends and hand guards 

daily. 

(d) It is essential that this treatment be carried out thoroughly and systematically as it 

has been demonstrated that wood work so treated is less liable to warping, twisting 

and splitting due to exposure to the weather than untreated woodwork. 

 

Cleaning of Barrels 301 & 303 



 Oil lubricants, S.A. (Rifle Oil) only is to be used but mineral burning oil (Kerosene) 

can be mixed with it if necessary when cleaning with brass wire end with jute and emery, 

as detailed below. 

 To clean a slightly rusty barrel with the double pull-through, remove the bolt and 

nose-cap, drop the pull-through weight through the barrel from the breech (under the 

bridge charger guide), clamp the muzzle of the barrel to prevent damage by the friction of 

the cord, well oil the gauze and with necessary assistance, pull the gauze wire to and fro 

until the rust is removed. Care must be taken to draw the pull through out of the barrel in 

line with the bore, as friction between the pull-through cord and the wall of the chamber 

at the breech will cause the chamber to become oval and thus render the barrel 

unserviceable. When in consequence of frequent use the gauze wire ceases to fit the 

barrel tightly, narrow strips of the gauze, about 1/2 inch wide, or flannelette or paper,  

may be inserted under each side to increase its diameter. 

 To clean rusty barrels with brass wire, emery and jute, fill the eye of the No. 4 rod 

with from 50 to 60 strands of the hard brass wire, No. 26 W.G. supplied in length, and 

press the ends well back along the rod. The rifles must then be held in a vice, and after 

the nose cap has been removed the wire wall oiled with a mixture of two parts of ‘Oil 

lubricating S.A', to one part of kerosene oil, is inserted in the muzzle and the rod worked 

up and down the bore to remove the rust. When a barrel is very rusty it will be found 

easier to loosen the rust by plugging the muzzle of the barrel, pouring in kerosene oil 

from the breech end, and leaving it there for a few hours. After loosening the rust, wipe 

out the barrel with a jute inserted in the No. 1 rod and examine. The jute should be cut in 

lengths of about 8 inches”. 

 If a barrel is found to require further cleaning, oil the jute round so that it fits the 

bore tightly, sprinkle on a little flour emery, replace it in the barrel, and after clamping on 

the muzzle guide, work the rod well up and down until the barrel is cleaned. 

 Note : When a muzzle guide becomes badly worn in the cleaning rod guide hole, 

and no longer protects the bore of the barrel, it should be exchanged. 

 When rifles are received from store, and the bore of the barrel is thickly coated with 

lubricant, the later must be removed and the bore lightly oiled with oil lubricating S.A. 

before the rifles are issued. 

Chamber of 301—303 in Barrels. Use only a piece of gauze wire, or a piece of oiled 

flannelette, as necessary, in the chamber cleaning stock. Care must be taken not to 

enlarge or damage the chamber by the use of unauthorised materials. A bright chamber is 

not to be insisted upon. 

Cleaning of barrels of Rifles No. 2 MK 4 (.22 in). The No. 6 rod with leather washer, 

and the brass cleaner for flannalette, and the brush, which are made to screw on to the 

rod, are provided for the use of units in possession of these rifles. 'Oil lubricating S A' 

only is to be used for cleaning purpose. 

 When proper care is taken by units to clean and oil the bore immediately after 

firing, the barrels can be kept in good condition. Armourers should draw the attention of 

the responsible officers concerned to the fact when the barrels are not kept in good order. 



 In cleaning from the breech, there will be a small amount of lateral play of the rod in 

the bolt way. To prevent the possibility of any damage being done to the body, Armourers should 

manufacture from local material a hard wooden brush for each cleaning rod, to be kept on 

each rod. The brush will be so made that it will grip in the bolt, may with a light push and 

remain there during the process of cleaning. It will, therefore, be necessary to have the brush slightly 

tapered to the following dimensions: 

 Length  2 1/2 in 

 Diameter of small end 1/2 in 

 Diameter of large end 5/8 in 

 Diameter of hole 1/4 in 

 

Viewing of Barrels 

For Bends. Bends in a barrel are detected by distortion of a shadow thrown down its 

interior. In the case of a perfectly straight barrel, this shadow when suitably held to the 

light should take the form of a perfect cone and remain so when the barrel is provided or 

reversed. 

For Buldges. Buldge appears to the eye as black circular or semi-circular rings due to the 

expansion of the walls of the barrel. Should an obstruction be present in the barrel when 

firing, the bullet causes air in the barrel to be compressed at the point immediately in rear 

of the obstruction. The air pressure being so great, causes the walls of the barrel to buldge 

under the strain. A buldge can never occur in a clean bore, as the gases behind the bullet 

are not held up. The following are the obstructions in a bore which causes buldge in the 

barrels : 

(a) Hornet Mud House. Hornet is an insect which generally likes to make its                       

mud house in the dark place. As far as the small arms are concerned, it affects 

particularly those units located near lakes, ponds, canals, and river banks. It      

collects the muds in the bore of the rifle and such rifle if fired in such condition       

gets the barrel buldge. To avoid this, arms in the unit Kots should not keep the    

bolts of the rifles closed. The bolts need not be taken out but they should be left in 

the examine arms position. 

(b) Nickel Fouling. Due to excessive firing and lack of cleaning small streaks 

of white colour are deposited in the bores. This is known as Nickel 

Fouling. The presence of nickel in the bore acts as a hinderance for the 

bout. This obstruction in its extreme causes the buldge. Nickeled barrel 

should be cleaned by the armourer with brass wire as explained in the 

process of cleaning bore. 

(c) Excessive Fouling, Rust and Corrosion. The presence of these, is also 

responsible for buldge. Unit will ensure that rust or corrosion is not 

formed in the bore. 

(d) Presence of Dust in the Bore. The presence of dust in the bore would easily cause 

a buldge in the barrel. This generally collects near the muzzle end. The bore must 

be cleaned before firing. 



 

Common Faults in Rifles-Wrong Usage and Remedy 

 Cord wear at muzzle end can be caused only by incorrect use of the pull-through. 

Friction caused by the cord, rubbing against the muzzle, will in fact make the muzzle 

bellmouthed resulting in inaccurate shooting and condemnation of the barrel. 

 Wood work on rifles found damaged is due to rough handling and  improper fittings 

of rifle racks. Metal work will damage wood work of other rifles if more than one rifle is 

carried on the shoulder. 

 Guard end front is damaged due to over-crowing of leaf back sight. 

 Bolt head becomes rigid if it is not cleaned and oiled after firing. 

 Guard end rear is found split by using unauthorised tools. 

 Magazines are found dirty if left unattended, and prevent correct functioning of 

platform spring. 

 Damaged/broken locking bolts are found due to holding back bolts by applying 

safety catch when cleaning and then forcing bolt home. 

 Foreends near the cap nose and socket are found split. 

These are mainly due to :- 

(i) Incorrect fitting and loose trigger guard screws. 

(ii) Twisting of rifle when withdrawing bayonet during bayonet training. 

 Such fore-ends will affect the accuracy of the rifles. Tips of blades fore-sight are 

found damaged. Damage or bulge to blades of fore-sight will result in inaccurate 

shooting. 

 Butt protector and screw band inner are found dirty and rusty in stocks 

fore-end of rifles. This must be cleaned. 

 Bolts and Magazines found with wrong numbers.  These components are 

specially fitted to rifles after carrying out certain adjustments and gauging. 

These are not inter-changeable. Changed components will result in inaccurate 

shooting. Firing pins of rifles No. 2 found missing/interchanged. This should 

not be removed from bolt head while cleaning. Interchanged firing pins will 

result in misfire. 

 Plate's butts are, noted, badly worn as the rifles/muskets issued to 

guards/sentries are not changed for a long period. 

 

Maintenance of Bayonets 

 When cleaning the nose-cap stud hole in the cross-piece and the sword bar slot in 

the pommel, care must be taken to avoid the use of abrasives. 

 When a blade is pitted with rust, no attempt should be made to remove entirely such 

marks, as the removal of metal involved would tend to weaken the blade. 

 Grips of bayonets should be stripped off periodically, or lubrication to avoid 

forming of rust underneath of grips should be provided. 

 



Maintenance of Scabbards 

 When cleaning, attention should be given to the socket springs which are liable to 

become rusty. Rust can be removed from the portions which made contact with the blade 

and fire emery. After cleaning, oil it with GS Oil. 

 For the preservation of leather scabbards black polish can be used. 

 When socket springs are defective, the locket will be exchanged. 

 

Pistols, Revolvers and Pistol Signals 

 Barrels and cylinders should be treated in similar manner as rifle barrels. To avoid 

corrosion and pitting these will be kept oily. 

 Rods cleaning should be carefully used to avoid damage to shields. 

 Barrels of pistol signal should not be opened when the hammer is in the cocked 

position. It renders the safety stud unserviceable. 

 

Gun Machine Bren 303 

 Both barrels should be equally used. Otherwise one barrel will be condemned soon. 

 Gas regulator holes should be cleaned after firing to avoid accumulating of gas 

fouling in holes. 

 Sleeves bipods should be cleaned with wire brush to avoid pitting. 

 Post piston must be stripped for lubrication periodically to avoid breakage. 

 Soft lead pencils should be rubbed around the firing hole of breech block before 

firing. Immerse the breech  block in clean boiling water for fifteen minutes and rub with 

brush, scratch to avoid forming of ring around the firing pin hole. 

 Tool removing fouling bren must be used for cleaning gas cylinder MK 2 and MK 

2/1. 

 Washers fitted to barrel should not be removed as this will cause misfire and 

inaccurate shooting. 

 

Sub Machine Thompsons .45 in. 

 Barrels will be cleaned similar as to rifle barrels. Machanism and oil pads will be 

kept always slightly oiled. 

 

Magazines Bren and Thompsons 

 These are normally neglected by all units without realising that the correct 

functioning of guns depends mainly on the magazines. 

 These should be degreased after receipt from Ordnance. If magazines are greased 

and filled with ammunition stoppages are likely to occur during firing. 

 Magazines cases should be kept dry inside in order to avoid harbouring dust and 

sand which cause abnormal friction for the spring and result in bad firing. 

 All magazines should be cleaned and slightly oiled at least once in three months. 

 



Heavy and Temporary Preservation 

 The heavy preservation is necessary for storage of the weapons for long time. Scale 

is as under : 

(a) Rifle   (for each 100 rifles) 

 Mineral  Jelly red...28 lbs. 

 Beaswax  ...2 labs 

 Oil Lubricating SA ...2 Gall 

 Oil Linseed (raw.) ...5 Pts. 

(b) Pistols  (for each 200 pistols) 

 Mineral  Jelly red...14 lbs 

 Beaswax  ...1 lb. 

 Oil Lubricating SA ...1/2 Gall 

(c) Machine Thompsons  (for each 75 Machine Thompsons) 

 Mineral Jelly red ...28 lbs 

 Beas wax  ...2 lbs 

 Oil Lubricating SA ...2 Gall 

 Oil Linseed (raw.) ...1/2 Gall 

 

Scale for Material Required for Light/Temporary Preservation is as Under :- 

a) Rifles  (each 1000 rifles) 

 Oil Lubricating SA ...10 Pts. 

 Mineral Jelly red. ...7 lbs. 

 Linseed oil (raw) ...2 Pts. 

b) Pistols  (for each 100 pistols) 

 Oil Lubricating SA ...5 Pts. 

 Mineral Jelly red. ...2½ lbs. 

c) Carbines  (for each 75 Carbines) 

 Oil Lubricating SA ...10 pts. 

 Mineral Jelly red. ...7 lbs. 

 Linseed oil (raw) ...1 lb. 

 (For Mk 5 only) 

 

Electrical Mechanical Engineers Regulation (India) and Policy Letters 

 Electrical Mechanical Engineers Regulations (India) and policy letters received 

from Army Headquarters are issued to Police units. These should be shown to the 

Armourers to carry out necessary action and must be filed properly. 

 

Inspection and Repair Policy of Small Arms 

 One third of the arms held by each Police unit will be inspected by the AIA every year. 

In his inspection the weapons inspected will be divided into three categories 

(i) weapons requiring unit repairs 



(ii) weapons requiring base repairs and 

( i i i )  w e a p o n s  r e q u i r i n g  

f a c t o r y  r e p a i r s  a n d  

e x c h a n g e .  

 A c t i o n  r e q u i r e d  t o  b e  t a k e n  

o n  e a c h  o f  t h e s e  t h r e e  

c a t e g o r i e s  o f  w e a p o n s  i s  a s  

f o l l o w s  :  

 (a) Unit Repair 

This category can be repaired by the Police armourers. Details regarding these 

weapons are shown by AIA’s in IAF (EME) E-05. 

 (b)  Base Repairs 

Details of such weapons are given in para (b) of IAF (EME) (E-20). Units should 

submit 'payments work order's IAF-1370 to 506 Army Base Workshop 

JABALPUR for repair of these weapons. 

 (c)  Factory Repairs and for Exchange 

Weapons falling under these categories are entered in paras (c) and (d) of IAF 

(EME) E-20 respectviely. Weapons which will not be required by the Army and 

which are to be disposed of  by break up/melting down etc. may be consigned 

direct to rifle factory ISHAPUR after obtaining concurrence of the factory. 

It is also indicated that some doubt also appears to be prevailing regarding the 

disposal of unserviceable components of small arms and armourers tools. In this 

connection attention is invited to the provisions of PPR 6.20 and 6.25 which, 

interalia, lay down that replacements on their account are to be demanded through 

regular indents and must be supported by equivalent number of damaged 

parts/tools. 

 

Distribution of AIA’s Annual Inspection Reports 

 AIA’s annual inspection reports will be distributed as under: 

(a)  Original copy prepared by the AIA to be retained by the Police unit. 

(b)  One copy to Inspector General of Police (through appropriate departmental channels) 

(c)   One copy to Ordnance Depot responsible for the replacement of equipment (only where 

necessary). 

(d)  One copy to Army Base Workshop responsible for base repair (only where necessary). 

(e) Three copies to ADEME/DADEME (Hq. Area/ Indep Sub Area) for further disposal. 

 

 Sd/- 

 (A. Kumar) 

Dated : Inspector General of Police, Punjab. 

 

 

 

 



INSPECTOR GENERAL’S STANDING ORDER NO. 9 

 

Chapter VI 

 

Carrying of Revolvers by Police Officers on Duty- Instructions Regarding 

 

 It has been noticed that Police Officers while on duty carry unloaded revolvers. 

This is most objectionable and in future it is ordered that : 

(1) Whenever revolver is carried on duty by Police Officer so armed, it must be kept 

loaded, ready for immediate use. The revolver is primarily a weapon of self defence 

and its value is lost, if it is carried unloaded. 

(2) A Police Officer carrying a loaded revolver is absolutely forbidden to hand over the 

weapon to any person whatsoever to carry for him. 

(3) Should it be necessary for Police Officer carrying a loaded revolver to remove the 

weapon from his person, he will, before laying it aside for howsoever short a time, 

personally unload it. 

(4) Police Officers will open, prove and, if necessary, unload the revolver which may 

be in their custody before returning it to store or handing it over to any other person 

for cleaning, repair, custody or other authorised purpose. 

 

 

 Sd/- 

 (A. Kumar) 

Dated : Inspector General of Police, Punjab. 

 

 

INSPECTOR GENERAL’S STANDING ORDER NO.10 

 

Standing Order for the Proper Use, Care and  

Maintenance of Police Motor Vehicles 

 

1. (a) General. Government vehicles should not be used for purposes other than the 

performance of strictly official duties. The vehicles should be properly cared 

for and maintained according to the instructions specified below and those 

contained in the Appendices attached. 

 (b) For Staff Cars only. Government vehicles (Staff Cars) are intended for use 

for official touring outside the headquarters and for journeys on bonafide 

official duties at the headquarters, for example, for proceeding to places where 

official duties and other official functions are held. 

  N.B : Journeys performed by the touring and visiting officers from the 

Railway Station or Air Port to the place of duty/of halt and vice versa would 

be regarded as official duty. 

2. Personnel in charge of motor vehicles should be severely dealt with for any breach 

of these orders. 



3. Travelling Allowance Admissible for Journeys Performed by Government 

Vehicles. No road mileage will be charged in their travelling allowance bills by 

officers in respect of official journeys performed by a government vehicles. 

Officers will be entitled to charge only Daily Allowance, in respect of such 

journeys, except when such an officer makes separate arrangements for his servants 

and luggage due to non-availability of accommodation in the vehicle when 

Travelling Allowance will be regulated under rule 2.100 (B) of the Travelling 

Allowance Rules. When more than one officers travel in the same government 

vehicle, the Travelling Allowance of each of them will be regulated separately 

under rule 2.100 (a) of the Travelling Allowance Rules. 

4. Use of Government Owned Vehicles for Non Duty Journeys. Government 

vehicles may be permitted to be used for non-duty journeys by the Head of the 

Department to a limited extent, subject,  always to the condition that their use for 

such purpose should not interfere with official requirements in any way. The 

following classes of  non-duty journeys will be regarded as permissible : 

 (a) Occasional journeys performed by officers from their residences to offices and 

vice versa and 

 (b) Urgent visits to hospitals. 

  N.B : If an accident occurs when an officer is using a government vehicle 

while actually not on duty, he will be responsible for the entire cost arising out 

of such accident. 

5. The use of government vehicles for journeys to places of public amusement such as 

cinemas, races, club etc., will not be permitted. 

6. Heavy vehicles should not be driven without appropriate licences, sturdy arms and 

hands, eyes tested yearly and renewal of licences. 

7. The charge for the use of government vehicles for non-duty journeys will be 50 

paise per K.M. for light vehicles and 75 paise per K.M. for heavy vehicles. 

8. The charges prescribed above will be received from officers through bills in form 

G.V. ‘V’ (Appendix P) presented to them by the Controlling Officer, who will issue 

receipt in form G.V. ‘VI’ (Appendix Q) and the amounts are credited to government 

as ‘Miscellaneous Receipts of the Department’. The Controlling Officer will be 

personally responsible for the proper and prompt recovery of charges and for their 

credit to government. He will bring to the notice of his senior officer, cases of  

inordinate delays in the payment of bills on the part of officers next month. 

 N.B. All Heads of Police Offices with whom  government owned vehicles are on 

charge will be treated as Controlling Officers for the purpose of this rule. 

9. Supervision. One of the Gazetted Officers of the district should, in addition to his 

other duties, be entrusted with the supervision of Police Motor Vehicles. He should 

be assisted by the Reserve Inspector, or where there in no Reserve Inspector, by the 

Lines Officer and the Head Constable Driver whose duties are defined in Appendix 

‘B’. 

10. Petrol Ecomony. It is imperative that a driver be made to maintain a ‘Log Book’ 

for the particular vehicle assigned to him. The entries to be made in the Log Book 



are given in Appendix ‘H’. The Reserve Inspector or the Lines Officer should check 

these books once a week and initial them in token of having done so. 

11. In order to avoid duplication of trips and to minimise petrol consumption, it is 

necessary that duties and  journeys should be planned. In order to do this, the 

Reserve Inspector, or the Lines Officer should note at the beginning of each day the 

different duties to be performed by each vehicle and should assign and plan 

journeys accordingly. At present petrol is wasted and unnecessary wear and tear is 

inflicted on vehicles through haphazard use. 

12. When a Police vehicle is sent for drawing petrol, the Orderly Officer or the Head 

Constable Driver should accompany the vehicle and ensure that the quantity of 

petrol as shown on the receipt issued form Lines is drawn. 

13. Each vehicle should be issued with a dip-stick for measuring petrol in the tank, 

where a straight neck to the tank permits this. 

14. Speed Limit. Speed limit of various type of vehicles is specified as under : 

 Staff Cars  ...80 K.Ms per hour. 

 Jeeps   ...60 K.Ms per hour. 

 Power Wagons ...60 K.Ms per hour. 

 Trucks/Buses ...50 K.Ms per hour. 

15. Carriage of Loads. Police vehicles are meant primarily for the carriage of 

Police personnel, and it should be ensured that vehicles are not brought 

to premature ruin through over-loading with such things as timber, 

cement, gravel etc. However, only the buses and trucks can be used for 

the transportation of Government Stores. 

 The driver of each vehicle will see that the seating capacity of his vehicle is 

not exceeded. 

16. Care and Maintainance. One day in the week should be set aside for the 

maintenance of each vehicle. The ‘Maintenance Day’ should be painted 

in white at the bottom left hand corner of the wind shield and in vehicle 

with left-hand steering on the bottom right-hand corner. Vehicles should 

not ordinarily be sent on duty until the maintenance task has been done. 

However, in emergent cases if a vehicle is required for duty on its 

‘Maintenance Day’ the permission of the Gazetted Officer incharge or 

the Reserve Inspector or the Lines Officer, if the former is not available 

must be taken. ‘Maintenance’ will be carried out thereafter as soon as 

possible. 

  All vehicles on charge of Unit will be inspected on Ist. General Parade Day by 

Superintendent of Police Incharge Unit or officer superior to him and remarks 

regarding the condition of the vehicles entered by him in the log books. 

17. The Gazetted Officers Incharge should inspect all vehicles in the district once a 

month and make entry in the log book of each. He should also check at the time of 

his monthly inspection, or weekly inspection, the weekly inspection reports by the 

Reserve Inspector/Lines Officers. 



18. If a vehicle becomes defective and it can not be rectified in Lines, 

formal        defect report should be submitted by the Head Constable 

Driver alongwith                         separate report on the cause of the defect, 

through the R.I./L.O. Incharge Motor Transport. 

19. Drivers once allotted a particular vehicle should not be changed about under any 

circumstances, except in cases of illness or leave. At the time of charge, the Meters 

shall be checked against consumption of petrol. 

20. If for any reason, a vehicle has to stand for some considerable time, out of use, the 

four wheels should be jacked up and checks placed under the axles to keep the 

wheels off the ground and the tyre pressure of each tyre should be decreased a few 

pounds but not completely deflated. The petrol tank should not be drained and left 

dry, a few ounces of mobile oil mixed into the petrol prevent the tank from rusting. 

The battery should be removed and continuous work taken from it i.e. it should be 

charged and discharged continuously. Nothing wears out a battery quicker than 

leaving it idle. Plugs should be removed and a little mobil oil let into yents, the 

plugs replaced and the engine rotated with the handle a few times, this prevents 

corrosion. Lastly all moving parts and the chasis should be thoroughly lubricated. 

21. No driver will be allowed to drive for more than six hours continuously in a single 

day of 24 hours giving interval of 10 to 15 minutes. If a journey has to be 

performed in day which will take longer than six hours, two drivers should be sent 

out. 

22. Smoking in garages and in the driver’s cabin is strictly prohibited. 

23. To combat fire, once a week’ fire drill will be exercised and in garages and parking 

lots precautionary measures should be taken to ensure against fire. Appliances such 

as sand etc. should be at hand always. 

 Note : When petrol or oil is on fire, water should not be used for extinguishing the 

fire. 

24. Each driver will always carry one copy of the accident form No. I. F. A. 3070 in the 

glove case. If an accident occurs, senior most Police officer present will fill in the 

form and make a report to the Superintendent of Police immediately. Report will be 

got recorded at the nearest Police Station. 

25. The occupants of government vehicle, except the authorised driver, are strictly 

forbidden to drive the vehicle. 

 Sd/- 

 (A. Kumar) 
Dated : Inspector General of Police, Punjab. 

 

 

OFFICE OF THE DIRECTOR GENERAL-CUM-INSPECTOR GENERAL OF 

POLICE 

STANDING ORDER NO. 10 (REVISED) 

 

For the Proper Use, Care and Maintenance of Police 

Motor Vehicles 



 

Aim 

1. Aim of these orders is to ensure the proper use and the correct maintenance of unit 

mechanical transport. 

 

General 

2. Record of the time of departure for duty, the time of return from duty and the nature 

of duty of every vehicle leaving the M.T. Park will be maintained/entered in the 

register/daily diary maintained for this purpose at the M.T. Park. 

3. Vehicles will always be parked facing the exit so that they can immediately be 

driven out in the case of emergency.  

4. M.T. Park will always be kept clean. Oily rags will not be thrown around as they 

are a fire hazard. Proper receptacles will be provided for the collection of these rags 

and they will be centrally disposed of by burning at a safe distance from the M.T. 

Park. 

5. Drivers will not wear nailed boots when on duty inside the M.T. Park or when 

proceeding on duty with the vehicle. This is to ensure that no sparks are produced 

when the drivers are working in or around the vehicle. 

6. No driver will be permitted to keep any pipe/tubing etc. which can be used for 

decanting petrol from the vehicle. 

 

POL 

7. POL should generally be issued in the evening to ensure that vehicles after 

returning from the duty, have their tanks replenished and have full tanks for the duty 

subsequently except on the occasion when vehicle goes for duty in the morning and returns 

late at the night. In that case, the vehicle may be given petrol on the next morning. 

POL will only be issued to the vehicle in the presence of the driver, garage NGO 

and Lines Officer/duty NGO of the day. 

8. Petrol will not be carried in jerrycans/barrels in vehicles unless a vehicle is going on 

long journey where a separate authorisation must be issued by SSP/GO incharge 

Admn. 

9. Petrol will be filled in vechile tanks only. The tank will be locked and the key kept 

with the M.T.O. In case of outstation/long journey duties the POL tank key should 

be handed over to the senior most personnel sitting in the vehicle who will ensure 

that no petrol is pilfered during the re-filling enroute. 

 

POL Stock Verification 

10. District SSP/SP will detail a Board of Officers to carry out stock verificaton of 

petrol in the unit POL store on 1st of each month. This will be done before any 

issues are made on that day. The Board Proceedings will be forwarded to the 

District SSP/SP on the same day. 



11. Entry of the stock taking will also be made in the unit petrol register and balance 

reconciled, if necessary.  

 

KPL 

12. A Board of Officers shall be appointed by the DIsG Ranges/PAP/PTC once a year 

to fix the average of KMs per litre for each type of vehicle. The Board Proceedings 

will be available for scrutiny by the Inspecting Officer. If there is fall in average 

consumption as fixed, the Distt. SSP/SP concerned must investigate the reasons for 

it and take remedial steps. Those drivers who show better than average fixed, 

should be rewarded. 

 

Duties of Drivers 

13. Duties of drivers are given in Appendix 'A'. Some DO's and DONT's are also given 

in the same appendix. 

 

Maintenance of Vehicles  

14. The vehicles will be maintained as per Appendix 'B', 'C', 'D' and 'E'. 

15. One training period per day will be allotted for the maintenance of the vehicles. 

During this period, the drivers will carry out the daily maintenance of the vehicles 

in accordance with the task system, as laid down in vehicle Log Book. In addition 

to the daily task those weekly, monthly and mileage task as falling due, will also be 

carried during this period. This period should preferably be the first working period 

of the day to ensure that the vehicle is maintained before it goes out on duty. 

 

Tyre Maintenance 

16. (a) Driver of the vehicle will check the tyre pressure every day before the vehicle 

is taken out of the M.T. Park. Tyre pressures to be maintained in the various 

types of vehicles is given in Appendix 'F' attached. 

 (b) Tyres will be maintained and changed after specified mileage in accordance 

with the diagram in the Log Book. 

 (c) Speeds must not exceed than those given in Appendix 'G' as continuous high 

speed driving causes tyre collapse. 

 (d) Tyres of different treads or sizes should not be fitted together on the same axle. 

 (e) GO i/c Tech./S.I.MT will ensure that vehicles are, as far as possible, equipped 

with tyres of the same design. 

 

Battery Maintenance 

17. Batteries will be checked once a week and the driver will ensure that:- 

 (a) Battery is properly fixed in the Box/Cradle; 

 (b) Mineral jelly is applied on the battery terrminals and the terminals are cleaned; 

 (c) Battery is topped up with distilled water, if required; 



 (d) Amp meter indicating charge/discharge is working properly. 

 

Demand of Transport for Duty 

18. A demand register for transport for bonafide duties will be maintained in the G.O. 

in-charge Lines/M.T.O's office in accordance with Appendix 'R' attached. Any 

person requiring transport for duty will enter his demand for the transport in this 

register at least 24 hours in advance i.e. before 1200 hrs everyday. 

 

Driving of Vehicles 

19. Only the authorised driver who has been detailed by the District SSP/SP, GO i/c 

Lines/M.T.O. of the district is permitted to drive Police vehicles. All ranks 

including officers except the following are prohibited to drive vehicles:- 

 (a) Workshop personnel, who held valid driving licences for the duration of the 

vehicle is in the workshop for repairs/checks. 

 (b) Any person holding a valid driving licence may drive a vehicle enroute in case 

the authorised driver falls sick and is unable to drive the vehicle. 

20. Person who is not in possession of a valid driving licence, will not be permitted to 

drive a vehicle. 

21. Any person who takes over the driving of the vehicle will be responsible for the 

vehicle, its safety for the duration he drives the vehicle. 

22. Drivers must be got checked medically. Every driver above the age of 40 years be 

got medically checked, once every six months. For young drivers, annual medical 

check up should suffice. The eye-sight of drivers for long distance must paticularly 

be checked during each medical check up. Only those drivers will be allowed to 

drive who are declared medically fit. 

23. Each District will have a minimum 4 G.D. pessonnel trained as drivers. The personnel will be 

given adequate training and they shall be got a proper driving licence. 

24. Whenever a vehicle is detailed for a long journey (one which will entail the driver 

driving he vehicle for over eight hours continously), a co-driver will be detailed on 

that vehicle. This will ensure that one driver is not called upon to drive the vehicle 

for long hours. 

25. When more than one vehicle is proceeding on outstation duty to the same 

destination, the District SSP/SP will appoint a proper Convoy Commander and 

proper convoy orders regarding route, speed, halts etc. will be issued. Minimum 

rank of the Convoy Commander will be a Head Constable. 

 

Loading of Vehicles 

26. Driver of the vehicle will be responsible that his vehicle is not overloaded. He                             

may not refuse to overload his vehicle when ordered but it is his duty to register                 

his protest. On return from duty, he will report the cases of overloading to his 

SI/M.T.  



27. Under no circumstances will the authorised personnel carrying capacity ever be 

exceeded. The authorised  personnel capacity of various vehicles is as under:- 

    Front seat Body   

   (incl. driver) of the vehicle 

 a) Jeeps 2 4 

 b) 1 x ton vehicle 2 9 

 c) 3 ton vehicle 2 18 

 d) 7½ ton vehicle 2 38 

 e) Matador S/W 2 7 

 f) Matador Mini Bus 2 14 

 g) Matador Long wheel Base 2 14 

 

Accidents 

28. In case of an accident, the following action will be taken by the senior most person 

travelling in the vehicle :- 

 a) Inform the following regarding the accidents:- 

  (i) Unit to which tthe vehicle belongs/is attached for duty; 

  (ii) Police Station, 

 b) When informing about the accident, he will give the following information:- 

  (i) Place of accident, 

  (ii) Details of casualties, if any, 

  (iii) Damage to own and other vehicle, 

  (iv) Whether Police has been informed or not, 

  (v) Assistance required, if any, 

 c) Arrange to render first aid to the injured personnel.  

 d) Note particulars of witnesses. Witnesses will not be allowed to leave the scene 

till the local police has cleared them to go away. 

 e) Vehicles involved in the accident and any other evidence will not be moved or 

tampered with till the arrival of the local police. 

 f) He will ensure that the damage caused to own and the other vehicle is 

inspected by the Motor Vehicle Inspector and cost of damage assessed before 

the vehicles are removed from the scene of accident. 

 g) If own vehicle cannot move under its own team, then a guard will be left to 

look after it, till it is removed. 

 

Vehicle on Payment 



29. A vehicle for private duties may be given to Police personnel only on payment, with 

the specific permission of the District SSP/SP and in accordance with government 

orders on the subject. 

30. Police vehicle will not be given on payment for marriage parties. 

31. For payment duties, mileage will count from garage to garage. Instructions 

regarding overloading as mentioned in paras 26 and 27 above will also apply. 

32. No vehicle will be taken to a place of entertainment even on payment. 

 

Handing/Taking Over of Vehices 

33. A transfer inspection will always be carried out whenever a vehicle is transferred to 

another unit. It may not be carried out when it is being handed over to another 

driver of the same District. 

 

Tools 

34. Tools will be maintained as given in Appendix 'I'. 

 

First Aid Boxes 

35. Each vehicle will carry a first aid box. This box will be carried by the driver 

whenever he proceeds on duty. 

36. Each first aid box will contain the following :- 

 a) Dressing 

  (i) Bandage-3" – – 6 Nos. 

  (ii) Band Aid – – 6" 

  (iii) Tincture Iodine – – 2 Ozs 

  (iv) Tincture Benzoin – – 2 Ozs 

  (v) Savlon/Dettol – – 2 Ozs 

  (vi) Furacin/Burnol Oint – – 1 Tube 

  (vii) Sal Volatile Solution – – 1 Bottle 

  (viii) Gauze – – 1" 

 b) Medicine 

  (i) APC/Aspro/Superge siz 10 Tabs 

  (ii) Sulphadizin  10 Tabs 

  (iii) Avomine   10 Tabs 

  (iv) Balargan  10 Tabs 

  (v) Talzone/Sulphagunadine 10 Tabs 

 c) Equipment 

  (i) Scissors (5"/6" both points Blunt) 1 piece 

  (ii) Triangular bandages – 3 



  (iii) Cotton – 1 pad 

37. Drivers will be trained to use the medicines in the first aid box by the RMOs under 

the District HQ arrangements. A chart showing the symptoms for which these 

medicines can be used, will be fixed inside the medicines box under District HQ 

arrangements. 

 

Colour of Vehicles 

38. All Police vehicles, except staff cars, will be painted two-tone i.e. half lower portion 

black, and upper  half ivory white. A sample of the colour has already  been 

provided to all concerned vide Memo. No. 2899-2919/P, dated 29.4.1981.  

 

Marking of Vehicles 

39. The following provisions are laid down about the marking of vehicles :- 

 (a) PUNJAB POLICE crest will be painted in the middle of the vehicle (length 

wise) in ivory colour just below the upper border of the black colour. 

 (b) Name of the District/Battalion should come below the crest so that the crest is 

in the middle of the words naming the District or the Battalion. 

 (c) The size of the letters/figures to be painted on the vehicles will be as under :- 

  (i) Motor Cycle, Jeeps and Trailors  Size in inches 

   (aa) Size of letters/figures for registration  2 x ½ 

    Nos. and District/Unit names. 

   (ab) Size of letters for speed limit/ 1 x ¼ 

    maintenance days. 

    (To be painted outside on windscreen). 

  (ii) For Medium and Heavy Vehicies 

   (aa) Size of letters/figures for Regn. Nos.  3 x ¾ 

    and District/Unit names. 

   (ab) Size of letter for speed limit/ 1 x ¼ 

    maintenance days (To be painted  

    outside on wind screen). 

M.T. Workshops 

40. Every District/Bn. will organise a Unit Workshop for carrying out unit repairs. It 

should be equipped with the machines and tools as per Appendix 'J'. The M.T. 

Workshop at PAP Headquarters should be equipped with machines and tools as per 

appedix 'K' by D.I.G/P.A.P. This will be Central Workshop.  

 

Fire Precautions 

41. District SSP/SP will lay down the number of points to be established in the M.T. 

area. He will also lay down the exact equipment that will be kept at each fire point. 



 

Unit Workshops 

42. Every District will run its own M.T. Workshop. For this purpose it should have the 

following number of mechanics:- 

 Where the vehicles held are 30 or less -4 Mechanics, 

    i.e. 3 Mechanics and 1 Electrician). 

 Where the No. of vehicles is more  -4 Mechanics & 

 than 30  - 2 Electricians. 

43. For recruiting mechanics as Constables, the cases may be sent to I.G's Headquarters 

for sanction of relaxations in respect of standards prescribed for recruitment of 

Constables. Candidates trained in I.T.I. should be preferred.  

 

Tenure of SI i/c MT Stores 

44. The tenure of SIs. and HCs concerned with the purchase storage of MT parts will 

not exceed 2 years in any case. District SSP/SP will have take to action to replace 

them in good time. 

 

 Sd/- 

 (Birbal Nath), I.P.S. 

Director General-cum-Inspector General 

of Police, Punjab, Chandigarh 

"jerath" 17.6.81. 

 

APPENDIX ‘A’ 

 

Routine Maintenance 

 

 This applied to all Police motor vehicles. Drivers will inspect as follows before duty 

each day :- 

(a) Radiator full of water and no leaks. 

(b) Engine oil level correct, oil pressure gauge indicating correctly. Brand of lubricant 

should not be changed. 

(c) Petrol circulation system in order and no leaks. 

(d) Check tyre pressures including spare wheel. Examine tyres for any serious cuts and 

wearing, tighten wheel nuts. 

(e) Lights, horn and self starter working, as per ampere. 

(f) Test foot brake pedal by application of foot pressure. 

(g) See that the general condition is sound and the vehicle is fit for duty. 

(h) Check battery for electrolyte levels, cleanliness and terminal seatings. 

 



On return from duty : 

(1)   Note any defect in vehicle and take necessary action to correct them. Work beyond 

his capacity should be reported to the Head Constable driver or the R. I./L. O. 

immediately. 

(2)  Fill up with water, oil and petrol. During the cold weather when the temperature is 

likely to descend below 40 deg. F., the radiator and black watercocks should be 

opened and all the water drained at sunset. 

(3)  Clean and ensure that the vehicle is ready for the road again. 

 

Driver’s Daily Maintenance : 

(a)  Attend daily maintenance parade with their vehicles as laid down, in weekly 

programme which will be made out by R. I./L.O. 

(b)   Carry out one of the tasks as laid down in the 9 Task System (Appendix ‘E’) 

(c)  Report any defects found to the Head Constable driver or R.I./L.O. for necessary 

action. 

 

APPENDIX ‘B’ 
 

Head Constable Driver’s Duties: Weekly Maintenance and Inspection 
 

1. During his inspection, he will carry out the following :- 

 (a) Check engine, gear box, differential and steering; gear box for oil levels and 

inspect for oil leaks. 

 (b) Inspect all four shock absorbers (where fitted) for fluid and inspect arms and 

links for tightness. 

 (c) Inspect fluid in hydraulic brake master cylinder and check all brake 

connections for leaks. 

 (d) Check steering assembly, steering arm, pull-and-push rod and connecting 

rods. There should not be more than 40 deg. back-lash on the steering wheel. 

King-pins and bushes should be inspected for looseness and alignment with 

both front wheels raised off the ground. 

 (e) Check battery for electrolyte level and specific gravity, cleanliness of 

terminals, all lights, dynamo and electrical systems. 

 (f) Check entire petrol system for leaks. Petrol filters should be clean. 

 (g) Check chassis springs and under-frame for loose bolts and  nuts. 

 (h) Check entire chassis for correct and adequate lubrication, including front 

wheel nuts, bearing cups. 

 (i) Check all four tyres and spare wheel for any serious cuts and wearing. 

 (j) Check entire braking system of the vehicles and carry out adjustments where 

necessary. 

2. He will ensure :- 

 (a) That all drivers attend the weekly maintenance and Inspection Parade. 



 (b) That thorough maintenance is earned out to a vehicle on its ‘Maintenance 

Day’ and will inspect the vehicle after this has been done. 

3. He will be incharge of the workshop, if any in Lines and the workshop staff. He 

will maintain a list of all tools on charge in the workshop and will see that the 

workshop is kept clean and in good order. 

4. He will keep a list in the workshop of all tools issued to police vehicles and on his 

weekly inspection he will check these tools. 

5. He will ordinarily when ever practicable be absolved from all driver duties. 

 

APPENDIX ‘C’ 

 

From The Superintendent of Police 

To 

  The Commandant, 

  Punjab Armed Police,  

  Jalandhar Cantt. 

No./dated 

Subject: Police Transport—Repair of. 

Memo. 

 Kindly depute your mechanic to carry out necessary  

repairs to......Vehicle No......on charge with this district. This vehicle has been inspected 

by the district machanic and the following defects have been noticed : 

 1.   2. 

 3.   4. 

Supdt. of Police 

 

APPENDIX ‘D’ 

 

Check Before Duty : 

(1)  Check engine oil level 

(2)  Check water level in radiator 

(3)  Check brake pedal to board clearance.  

(4)  Check clutch pedal to board clearance  

(5)  Check fan belt tension  

(6)  Check Air Cleaner  

(7)  Check tyre pressure  

(8)  Check all lights  

(9)  Check oil in gear box, differential and steering box.  

(10)  Check tools and equipment  

(11)  Check spare wheel  

(12)  Check horn ampere, petrol gauge, oil gauge and temperature gauge  



(13)  Enough reserve lubricating oil  

(14)  Have their spare wheel. 

 

Do's and Dont's for Drivers : 

1. They shall not alter any engine adjustment. 

2. They shall not exceed in speed limit laid down in the standing order for various 

types of vehicles. 

3. They should not run their vehicle without topping up with engine oil up to the 

correct level with the correct grade of engine oil. 

4. They shall not run the engine as soon as any knock  appear in the engine, without 

getting it inspected by the district mechanics and getting an entry recorded in Daily 

Dairy. 

5. They shall not run on flat tyres or insufficiently inflated tyres. 

6. They shall look after the vehicles as if it was their own property and take pride in its 

appearance, maintenance and running which can best be seen from the number of 

days vehicle has been available for duty, and the general condition of the engine. 

7. They should not hesitate to report any defects or deficiencies which they note in 

their vehicles. 

8.Inspect your vehicles thoroughly on return from duty and check if any parts have gone 

loose or dropped off. 

 

APPENDIX ‘E’ 

 

The Nine Task System 

 Spread the following tasks over a period of six days including Sunday and do one 

task daily except on 'Maintenance Day’ when all the remaining tasks will be completed. 

 

Task No. 1-General 

(i) Check tightness of steering box on frame. 

(ii) Examine drop arm on sector shaft, check for tightness. 

(iii) Examine steering linkage–pull and push rod, track arms, steering arm, tie between 

track arms. 

(iv) Examine road springs, check spring bolding down bolts for looseness. 

(v) Check (11) and (111) for loose connection. 

(vi) Have a quick look around the vehicle including the underneath of the chassis and 

ascertain nothing is obviously wrong. 

(vii) Check wheel nuts for tightness. 

 Report if You Are Not Sure of Anything 

 

Task No. 2-Engine 

(i) Listen for gas leaks from exhaust manifold, exhaust pipe connection, cylinder head, 

spark plugs. 



(ii) Examine engine for oil leaks, particularly the following sump joints and drain 

plugs-timing cover joints. 

(iii) Check compression of engine with starting handle. This should be the same or 

nearly the same on all cylinders. 

(iv) Examine nuts and bolts for looseness, only tighten those that are not split-pinned, 

report loose split-pinned nuts. 

(v) Any noises which cannot be accounted for should be reported immediately. 

 Report if You Are Not Sure of Anything 

 

Task No. 3-Engine Cooling System 

(i) Note cleanliness of circulation water, if oil is visible in radiator neck, cylinder 

headgasket defective-report. 

(ii) Examine radiator mountings. These are usually of rubber or on springs. Report 

broken springs or perished rubber. Tighten radiator support brackets, if necessary. 

(iii) Check drain cock for leaks and rectify, if possible, otherwise report. Check for 

water leaks at water connections i.e. those connections and flanges. Rectify if 

possible otherwise report. 

(iv) Clean, if necessary, between radiator tubes, removing accumulations of dirt. 

(v) Examine fan bearings and fan belt. Adjust the latter and lubricate where necessary. 

 Report if You Are Not Sure of Anything 

 

Task No. 4-Fuel Supply System and Carburator 

(i) Check for leaks in fuel line. 

(ii) Check for leaking petrol taps, drain plugs, leaking seems in petrol tanks. 

(iii) Examine for badly worn union - nuts and report for replacement. 

(iv) Check tank(s) mounting and tighten if loose. 

(v) Clean filters where fitted. 

 NOTE : The filter gauge in fuel pumps will, except in an emergency, not be 

removed by drivers. This will be attended by the Head Constable driver. Great care 

is necessary when replacing the fuel pump screen cover to see that crok washer is 

sitting properly. Do not use undue force when tightening down clamp bolt, 

otherwise damage to pump hosing will result. 

(vi) Check carburator for flooding. 

(vii) Check carburator controls for correct operation and lubricate with oil can control 

and throttle linkage. 

 Report if You Are Not Sure of Anything 

 

Task No. 5-Ignition System 

(i) Examine for defective sparking plugs-broken insulators. 



(ii) Examine H-T leads for cracked insulation. Ensure H. T. leads are not touching hot 

parts of the engine. 

(iii) If engine is not running smoothly, examine for dirty plugs. If badly oiled, report, 

check plug points and refit. 

(iv) Keep ignition system free from grease, oil and dirt. Wipe over with a petrol 

moistened cloth. 

 Report if You Are Not Sure of Anything 

 

Task No. 6-Steering Front and Rear Axles in Springs 

(i) Jack up front axle. Check play in wheel bearings, and wived pins, bushes; report if 

abnormal play is apparent. 

(ii) Check for cracked or bent steering arms, track arms, bent track or pull and push rod 

or bet axle bed. 

(iii) Examine spring clips. Tighten if loose, report if broken. 

(iv) Turn wheels and check for binding brake drums-report if defective. 

(v) Check tyre wear, if uneven, report. Alingment of front wheels, check approximately 

by eye. 

(vi) Check oil level in steering box and lubricate all working joints of steering, gear and 

axles. 

(vii) Lubricate all springs. 

 Report if You Are Not Sure of Anything 

 

Task No. 7-Transmission Wheels and Brakes 

(i) Check clutch pedal for free movement. Lubricate bearings. 

(ii) Examine propellar shaft. Check for loose nuts and bolts and tighten. Lubrication in 

accordance with lubrication chart. 

(iii) Check for oil leaks from gear box and axle casings. Check tightness of nuts and 

bolts. If leak, report. Inspect oil level top, if necessary. 

(iv) Check all wheels for tightness, report defective nuts or studs. 

(v) Check brake pins and connections, ensure all split pins are secure. 

(vi) Jack up wheels, depress brake pedal and release, check whether wheels are free and 

not binding. If binding-report. Check hand brake hatchet - this should not jump up 

when pulled hard on. Inspect hydraulic pipes and master cylinders for leaks and 

cracks. 

(vii) Examine externally brake drums if oil is coming out of brake drums and report, 

lubricate all bearings, joints and cross shafts according to lubrication chart. 

(viii) Remove rear hub caps where fitted and examine half shaft nuts for tightness. These 

should be dead tight if not, report. 



 Report if You Are Not Sure of Anything 

 

Task No. 8-Electrical Ststem  

(i) Start engine and note a meter reading, note where normal, if charging rate defective, 

report. 

(ii) Check dynamo and self starter mounting, tighten if loose. 

(iii) Check dynamo driver, adjust belt, if loose. 

(iv) Check visible electric leads for loose connections. Clean with Vaseline or 

Petroleum jelly or in an emergency with ordinary grease. Report badly corroded 

terminal or terminals, clamp bolt and nuts. See that holes in plug’s vents are clear 

and inspect level of electrolytes and if  low, refill. 

 Report if You Are Not Sure of Anything 

 

Task No. 9-Frame and Fittings 

 (Many of the fittings already have been examined and rectified in the previous 8 

tasks). 

(i) Check body holding down bolts and nuts, tighten if loose. 

(ii) Look for loose screws, bolts and nuts in body work and tighten if necessary. 

(iii) Check for broken or cracked body cross member, broken or cracked floor boards, 

etc. report if necessary. 

(iv) Check in particular for loose rivets, report if necessary. Lubricate all joints, etc. 

which have not been attended to under particular task. Refer to lubrication chart. 

 (Note : After every 1500 miles the wheels of the vehicle should be changed in rotation) 

 

APPENDIX ‘F’ 

 

Batteries 

 

1. Initial Charge 

When batteries are purchased care should be taken that seals are intact. The 

seals should be opened and the battery filled with electrolyte of the same 

“specific gravity” as prescribed by the makers, the cell should be filled 

to within a quarter of inch above the plates. The battery should then be 

left to stand for above twelve hours, to allow the separators to absorb 

the electorlyte. (After the absorption has been completed the cells 

should be topped, rate specified by the makers, this is usually round 

about 5 amperes.) Hourly checks, with an hydrometer for the rise in 

specific gravity, and an hourly log of each cell maintained. The battery 

is fully charged when the electrolyte shows no further rise in S. G. over 

a period of three hours. If during this initial charge it is found that the 

battery temperature rises above 110 F, the charge rate should be 

decreased or an intermittent charge be given. On the completion of this 



charge the battery should be completely discharged, but not short 

circuiting, a complete circuit which takes about 10 Amperes should be 

employed for this purpose. The battery should then be put on charge 

again preferably at the same rate but no harm is done if the rate is 

increased. If during the initial charge it is found that the electrolyte 

level goes down the cells should be topped with electrolyte not distilled 

water. 

 

2.  Care of Batteries 

 (a) Batteries must be given plenty of work and not left idle for long periods. 

 (b) Electrolyte level and S. G. frequently checked and the cells topped up with 

distilled water when required. 

 (c) When the electrolyte S. G. has dropped to 1200, the battery should be put on 

charge. 

 (d) Terminals and cells links should be kept clean and the terminals covered with 

vaseline (Petroleum Jelly) to prevent corrosion. Mobile grease of any sort 

should not be used for this purpose. 

 (e) Ensure that connections are good and tight and proper clips used. 

 (f) Batteries should be fitted securely in their seats, a loose battery soon cracks 

and begins to leak. 

 (g) Ensure that the gas vents in the cell cocks are well clear of the electrolyte 

level. If not, clear, as explosion is likely. 

 (h) Hydrogen combined 

with Oxygen which is given off due to the electrolysis of the water in the battery is a 

highly explosive mixture, a spark at the terminals might cause this mixture to ignite and 

thereby cause a dangerous explosion, for this reason the tightness of the battery 

connections is again emphasised. 

 

APPENDIX ‘G’ 

 

MT Technical Instpection Report/Work Order 

  

PUNJAB POLICE MARK INSPECTING UNIT 

VEHICLE    FILE 

     DATE 19 

Eng. (s)  CHASSIS B. A. 

No. (s)  No. (s)  W. A. 

MAKERS  DATE OF INITIAL 

TYPE & CODE ISSUE 

UNIT  MAINTAINING 



   UNIT 

TOTAL  MILEAGE SINCE MILAGE (HOURS) 

MILAGE  GEN. OVERHAUL ON THIS ENGINE 

ENGINE—(1) Compression (2) Cooling system (3) Fuel system (4) System (5) 

Lubrication system (6) Clutch (7) Exhaust system and (8) Induction system. 

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

ELECTRICAL—(21) Accumulation (21) Dynamo (22) Voltage Controller (23) Starter & 

Switch Solenoid (24) Wiring (25) Switch board Lamps, Horn Siron & Fuses Clock, Fuel 

Gauge etc. 

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

LUBRICATION AND CLEANLINESS—(26) Engine (27) Gear Box (28) Axels (29) 

General 

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

CHASSIS AND BODY—(30) Chassis (31) Towing Shackles Hooks (32) Frame and rear 

forks (33) Body works (34) Canopy and Superstructure (35) Hydraulic gear (36) Tool 

Boxes (37) Petrol oil, Water Cans and carriers, (38) Fire extinguisher 

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

CLASSIFICATION IN ACCORDANCE WITH CURRENT INSTRUCTIONS. 

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

TOOLS AND ACCESSORIES 

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

ROAD TEST 

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

SPECIAL FITTING EQUIPMENT ETC. 

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

ARE VEHICLES RECORDS (LOG BOOK, INSPECTION REPORTS ETC. UPTO 

DATE AND SATISFACTORILY MAINTAINED? 

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

REMARKS BY INSPECTING OFFICER WORKSHOP  

DATED 19 

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

... 

ACTION REPORT 

DATE 19 

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

.. 



ACTION REPORT/RECOMMENDATIONS BY WORKSHOP 

DATE 19   Comdt. PAP 

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

OUTSTANDING ITEMS 

Date 19    Comdt. PAP 

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

. 

This form will be used for motor transport. (1) Insert Monthly, Quarterly, Annual or 

Special and Unit or Technical Inspection or Work Order (2) This will also be the date of 

inspection. In filling in report each item must be reported on  (a) To be kept under 

observation (b) to be attended by Unit (c) Indication action required. If heading is not 

applicable, it should be deleted. Report should be accurate and comprehensive. 

 

APPENDIX ‘H’ 

 

Entries to be Made in Log Book 

 

 The log book will be in two parts. The first part will be kept in the lines.R.I/LO will 

be responsible for ensuring that all necessary entries are made in it. The second part will 

remain with the vehicle. If a vehicle is transferred from one district to another, both parts 

of the log book will be transferred with it. 

 

PART-I 

1. The cover of the log book should bear the number, make and type of the vehicle as 

also the chassis and engine numbers. 

2. List of tools and accessories. 

3. Price at which bought. 

4. The name and District number of the driver assigned to the vehicle should be 

entered on the first page of the book, and all subsequent changes entered. 

5. Charts showing the following should be maintained. 

 (a) Change of oil with date of change, brand, viscosity of oil put in. 

 (b) Major and Minor repairs carried out to the vehicle when carried out. With 

date, and when the repair is carried out by a commercial concern or mechanic, 

the cost of repairs should be entered. Replacement of parts, with date of 

replacement, by whom carried out and cost of replacement. 

 (c) Replacement of tyres and tubes. The number and size of the tyres to be 

entered. 

 This part contains the entire history of the vehicle and should be kept in a clean and 

tidy manner. There should be no erasures and overwritings and if there are any the same 



should be reported at once to the Head Constable Driver with the circumstances relating 

to the loss. The loss will be brought to the notice of the Gazetted Officer-in-charge 

without delay who will take what ever action is necessary. The loss of log book 

(especially part-I) should be looked upto as the extremely suspicious occurrence and 

thoroughly investigated. 

 

PART-II  

 For the running log book the following columns are to be made :- 

(i) Date and time of journey. 

(ii) Gallons of motor spirit issued. 

(iii) The amount of oil drawn, if any. 

(iv) Nature of the duty for which the vehicle is required with signature of the officer 

using the vehicle. 

(v) Speedometer reading before and after the journey. 

(vi) In case of private journey, reference to bill in form G.V. V. (Appendix K). 

   No.  Date 

(vii) Countersignature of the Reserve Inspector/Lines 

Officer. 

 

APPENDIX ‘I’ 

 

District Mechanics 

 

1. What They Will Do 

 (a) Engine Tuning up 

  (i) Carburator setting in running position 

  (ii) Plug cleaning 

  (iii) Platinum point adjustment 

  (iv) Ignition tuning 

 (b) Fuel supply system. Cleaning of carburator, A.C. Pump and fuel line 

 (c) Ignition System. Can change the platinum points, spark plugs, leads, ignition 

tuning, coil etc. 

 (d) Cooling System 

  (i) Can change hose pipe 

  (ii) Fan belt adjustment 

  (iii) Lubrication of fan body 

  (iv) Radiator 

 (e) Transmission 



  (i) Universal 

  (ii) Clutch plate 

  (iii) Rear half of axle 

  (iv) Lubrication 

 (f) Brakes System 

  (i) Adjustment of hand brake 

  (ii) Adjustment of foot brake 

  (iii) Replacement of brake lining. 

2 What They Will Not Do : 

 (a) Overhauling of the vehicle. 

 (b) Main and big end bearing adjustment. 

 (c) Replacement of piston rings. 

 (d) Cut out. 

 (e) Dynamo rewinding. 

 (f) Battery. 

 (h) Tappat adjustment 

 (i)  Universal Joint defects. 

 District mechanics will not open the head and sump of the engine. 

 The district mechanic will be responsible for supervising the daily maintenance 

tasks and checking up all vehicles on each Monday or any other day fixed by the 

respective district Superintendent of Police. 

 

 

APPENDIX ‘J’ 

 

Duties and Responsibility of Police Drivers 

 

 The driver is primarily responsible for the care of his vehicle. His function as a 

driver is not merely to take his vehicle from one place to another. There are a number of 

Dos and Don’ts at present neglected or completely disregarded by drivers. 

1. It is his duty to bring to the notice of the Head Const. driver or Reserve 

Inspector/Lines Officer defect or any likelyhood of any defect in his vehicle. 

2.   When taking over a vehicle he will check the tools and vehicle equipment and if 

correct sign the vehicle equipment list kept with the Head Const. driver. He will 

then check over the vehicle, test the engine, brakes, steering, lights and when 

satisfied, accept the vehicle. From then onwards he is liable for any loss or damage 

to his vehicle, tools and equipment. 



3.   He will allow no other person to drive or in any way interfere with vehicle. 

4. When he has been warned that his vehicle is due for inspection, he is responsible 

that it is correct in every detail. He will remain with the vehicle throughout the 

inspection. 

5.   During the inspection he will come under the orders of the inspection officers and 

will carry out any work delegated to him by the latter. He will take an intelligent 

interest in the inspection and adjustment which may be carried out. 

6. He will attend the Daily Maintenance parade and carry out maintenance to his 

vehicle according to the programme laid down which will include the Task System. 

7. Whenever a driver takes his vehicle out on duty he will: 

 (a) be properly dressed in uniform. 

 (b) be in possession of his driving licence 

 (c) be in possession of his log book. 

 (d) be in possession of all tools and equipment of his vehicle. 

 (e) take speedometer reading and enter it in the log book. 

8. When a vehicle returns from duty the driver will immediately make necessary 

entries in the log book and take speedometer reading. 

9. A driver is not permitted to carry unauthorised persons and stores in his vehicle. 

10. All speed restrictions will be obeyed. The speed of a vehicle should not exceed the 

limit laid down in the S. O. for various types of vehicles. 

11. When approaching an intersection or bifurcation, the driver should not speed up to 

it and then suddenly apply his brakes. This causes unnecessary wear on the tyres, 

increases the fuel consumption and wears out the brake line. 

12. When the ignition switch is put on, the engine should be started immediately. 

Slackness or any delay in starting the engine will shorten the life of the battery. 

13. The engine should not be allowed to idle unnecessarily as this is wasting fuel and 

also puts an added strain on the battery. 

14. In really hot weather or if you have been driving in mountainous country, however, 

you should allow the engine to idle for a few minutes before turning off the 

ignition. This practice will prevent loss of water from boiling and also give the 

required protection against vapour lock which causes difficulties in starting due to 

interference in petrol flow. 

15. When the vehicle is initially started, the engine should not be accelerated. The oil 

gauge needle should be slowly brought to show a pressure of “20-25”. 

16. A driver should not drive his vehicle with his foot resting on the clutch pedal. This 

practice causes the loss of the 1" to 1.5" play of the pedal and wears out the clutch 



plates. This practice is greatly prevalent amongst Police drivers. Before moving off 

the driver should see that the hand brake is in the ‘OFF’ position. 

18. He should not use the self starter in cold weather. 

19. Do not race the engine during the warming up period, as you will only waste                   

petrol but also run a great risk increasing wear on pistons, piston rings, and 

cylinders. So wait till the engine is warmed up, and take it easy for the first few 

minutes of driving. 

20. Racing is especially bad in cold weather or just after the engine has been 

overhauled. In cold weather the oil is thickened by low temperature and does not 

circulate as readily as when it is warm. 

 

Driving on Hill Roads 

(a) When driving down hill the same gear ratio should be used as the driver would use 

when going up that portion of the hill. 

(b) When taking the up-grade of a hill road the driver should not wait until his engine is 

stalling before changing into low gear, but should, if the gradient is steep, change 

down at the bottom. 

 This also applies when a vehicle is negotiating soft ground, sand, gravel etc. 

(c) The vehicle should never be coasted down hill nor should the engine be shut of, and 

when braking the clutch pedal should not be depressed with the brake, till the 

stalling point is reached. 

(d) A vehicle moving down the hill will always give way to traffic moving up and 

whereas the vehicle on the hill side will give way to the traffic on the khud side. 

(e) Corners should not be cut. The horn should be freely employed when approaching a 

bend. 

(f) If the brakes of the vehicle happen to fail, do NOT press the clutch pedal, but 

switch the ignition off and use the hand brake and so try to bring the vehicle to a 

stop. The hand brake combined with the braking effect of the engine will in most 

cases have the necessary effect. 

(g) When parking, make sure that there is ample room for traffic to pass, and do not 

park too close to or on a bend in the road. Also ensure that the vehicle is properly 

braked. Stones should never be used but properly made chocks; but if they are, care 

should be taken to remove them from the road when no longer required. 

 

Some Do's and Dont's for Drivers 

1. Don’t approach street or road inter sections at high speed. 

2. Don’t fail to observe and adhere to road signs. 

3. Don’t resent the traffic officers signals. He is doing his best to prevent accidents. 



4. Don’t overlook the rights of the pedestrian, his life is just as important as yours. 

5. Don’t fail to give to driver’s signals. 

6. Don’t drive on the right side of the road of cut corner. Keep well to the left when 

approaching the crest of a hill. 

7. Don’t hold your passengers remarks to drive fast, or get distracted by their 

conversation. 

8. Don’t fail to have your lights adjusted so that they won’t blind others, and see that 

your dipper is operating. 

9. When a man approaches you from behind and sounds his horn as a signal that he 

wishes to pass, don’t step on the accelerator and start a race. Draw over to the left 

side and let him go by. 

10. When you pass a man from behind going in the same direction, do not cut in 

directly in front of him. This is not only discourteous but very dangerous. 

11. When parking do not push another man’s car along the curb to make room for yours 

or jam his car against the car ahead. 

12. Slow down and avoid sounding your horn when you are overtaking or passing 

spirited animals being led or driven. 

 

 

APPENDIX ‘K’ 

 

Duties and Responsibilities of  Reserve Inspectors in Connection  With Police Motor 

Vehicles in Their Charge 

 

 These officers will :- 

1. Prepare programme (copies will be retained) for vehicle maintenance as 

follow : 

 (a) Each vehicle will be allotted a certain hour each day for the driver 

to carry out his ‘Daily Maintenance’. 

 (b) Each vehicle will be allotted a certain day for the driver to carry out his 

‘Maintenance Day’ programme. 

 (c) Each vehicle will be allotted a certain day each week and each month for the 

Head-Const. Driver to carry out his weekly and monthly maintenance and 

inspection, respectively. 

 (d) R. I. will inspect each vehicle every week assited by the H. C. Driver and 

complete his inspection report. 

2. Report all instances of bad maintenance to the G. O. incharge for necessary 

disciplinary action to be taken against the driver or drivers concerned. 



3. Ensure that all vehicles not normally garaged in Lines will be included in the 

weekly and monthly inspections. Non attendance will be reported to the 

Superintendent of Police, for necessary action. 

4. Ensure that all vehicle log books are kept up to date and that issues of oil and motor 

spirit are properly recorded. 

5. Take immediate action on defect reports submitted by drivers. 

6. Investigate all cases of excessive petrol consumption and take steps to have the 

consumption tested. 

 

 

APPENDIX ‘L’ 

 

The Tenth Schedule of The Motor Vehicles Act, 1939 

 

Driving Regulations 

1. The driver of a motor vehicle shall drive the vehicle as close to the left hand side of 

the road as may be expedient, and shall allow all traffic which is proceeding in the 

opposite direction to pass him on the right hand side. 

2. Except as provided in regulation 3, the driver of a motor vehicle shall pass to the 

right of all traffic proceeding in the same direction as himself. 

3. The driver of a motor vehicle may pass to the left of a vehicle the driver of which 

having indicated an attention to turn to the right has drawn to the centre of the road 

and may pass a tram car or other vehicle running on fixed rails, whether travelling 

in the same direction as himself or otherwise, on either side; 

 Provided that in no case shall he pass a tram car at a time or in a manner likely to 

cause danger or inconvenience to other users of the road or pass on the left hand 

side; a tram-car which, when in motion, would be travelling the same direction as 

himself, while the tram-car is at rest for the purpose of getting down or taking up 

passengers. 

4. The driver of a motor vehicle shall not pass a vehicle travelling in the same 

direction as himself. 

 (a) If his passing is likely to cause inconvenience or danger to other traffic 

proceeding in any direction, 

or 

 (b) Where a point or corner or a bill or an obstruction of any kind renders the road 

ahead not clearly visible. 

5. The driver of a motor vehicle shall not, when being overtaken or being passed by 

another vehicle, increase speed or do anything in any way to prevent the other 

vehicle from passing him. 



6. The driver of a motor vehicle shall slow down when approaching a road 

intersection, a road junction or a road corner, and shall not enter any such 

intersection or junction until he has become aware that he may do so without 

endangering the safety of persons thereon. 

7. The driver of a motor vehicle shall on entering a road intersection, if the road 

entered is a main road designated as such, give way to the vehicle proceeding along 

that road, and in any other case give way to all traffic approaching the intersection 

on the right hand. 

8. The driver of motor vehicle shall, when passing or meeting a procession or a body 

of troops of Police on the march or when passing workmen engaged on road repair, 

drive at a speed not greater than fifteen miles an hour. 

9. The driver of a motor vehicle shall :- 

 (a) When turning to the left, drive as close as may be to the left hand side of the 

road from which he is making the turn and of the road which he is entering;  

 (b) When turning to the right, draw as near as may be, to the centre of the road 

along which he is travelling and cause the vehicle to move in such a manner 

that : 

  (i) as far as may be practicable it passed beyond and so as to leave on the 

driver’s right hand, a point formed by the intersecting roads; and 

  (ii) it arrives as 

near as may be at the left hand side of the road which the driver is entering. 

 

APPENDIX ‘M’ 

 

Section 78 - Duty to Obey Traffic Signs 

1. Every driver of a motor vehicle shall drive the vehicle in conformity with any 

indication given by a mandatory traffic sign and in conformity with the driving 

regulations set for in the Tenth Schedule, and shall comply with all directions given 

to him by any Police Officer for the time being engaged in the regulation of traffic 

in any public place. 

2.   In this section, mandatory traffic sign means, "a traffic sign included in part A of 

the Ninth Schedule or any, including a circular, displaying a device, word or figure 

and having a red ground or border" created for the purpose of regulating motor 

vehicle traffic under Sub-section (1) of Section-75. 

 

Section 79 - Signals and Signalling Devices  

 The driver of a motor vehicle shall on the occasions specified in the Eleventh 

Schedule make the signals specified there in. Provided that the signal of an intention to 

turn to the right or left or to stop may be given by a mechanical or an electrical device of 

a prescribed nature affixed to the vehicle. 

 



Section 81 - Leaving Vehicle in Dangerous Position 

 No person in charge of a motor vehicle shall cause or allow the vehicle or any 

trailer to remain at rest on any road in such a position or in such a condition or in such 

circumstances as to cause or  likely to cause danger, obstruction or undue inconvenience 

to other users of the road. 

 

Section 83 - Obstruction of Drivers 

 No person driving a motor vehicle shall allow any person to stand or sit or anything 

to be placed in such a manner or position as to hamper the driver in his control of the 

vehicle. 

 

Section 87 - Duty of Driver to Stop in Certain Cases 

1. The driver of a motor vehicle shall cause the vehicle to 

stop and remain stationery so long as may reasonably be necessary : 

 (a) When required to do so by any Police Officer in uniform, or 

 (b) When required to do so by any person in charge of an animal if such person 

apprehends that the animal, on being alarmed by the vehicle, will become 

unmanageable, or 

 (c) When the vehicle is involved in the occurrence of an accident to a person, 

animal or vehicle or of damage to any property, whether the driving or 

management of the vehicle was or was not the cause of the accident or 

damage and he shall give his name and address and the name and address of 

the owner of the vehicle to any person affected by such accident or damage 

who demands it provided such person also furnishes his name and address. 

2. The driver of a motor vehicle shall on demand by a person giving own name and 

address and alleging that the driver has committed an offence punishable under 

section 116, give his name and address to that person. 

3. In this section the expression “animal” means horse, cattle, elephant, camel, ass, 

mule, sheep or goat. 

 

Section 89 - Duty of Driver in Case of Accident and Injury to a Person 

 When any person is injured as the result of an accident in which motor vehicle is 

involved, the driver of the vehicle or other person in charge of the vehicle shall: 

(a) Take all reasonable steps to secure medical attention for the injured person and, if 

necessary convey him to  the nearest hospital, unless the injured person or his 

guardian in case he is a minor desires otherwise. 

(b) Give on demand by a Police Officer any information required by him or if no Police 

Officer is present, report the circumstances of the occurence at the nearest Police 

Station as soon as possible, and in any case within twenty four hours after 

occurrance. 



 

APPENDIX ‘N’ 

 

The Eleventh Schedule Signals 

 

1. When about to turn to the right or to drive to the right hand side of the road in order 

to pass another vehicle or for any other purpose, a driver shall extend his right arm 

in a horizontal position outside and to the right of his vehicle with the palm of the 

hand turned to the front. 

2. When about to turn to the left or to drive to the left hand side of  the road, a driver 

shall extend his right arm and rotate in anti-clock wise direction. 

3. When about to slow down, a driver shall extend his right arm with the palm down 

ward and to the right of the vehicle and shall move the arm so extended up and 

down several times in such a manner that the signal can be seen by the driver of any 

vehicle which may be behind him. 

4. When about to stop, a driver shall raise his right fore arm vertically outside of and 

to the right of the vehicle palm to the front. 

5. When a driver wishes to indicate to the driver of vehicle behind him that he desires 

that driver to overtake him, he shall extend his right arm and hand horizentally 

outside and to the right of the vehicle and shall swing the arm backwards and 

forwards in a semi-circular motion. 

 

 

APPENDIX ‘O’ 

 

Form C. V. IV 

 

Receipt Expenditure Register of Government Vehicle No. .......................... 

RECEIPTS 

Sr. Date Name Account Reference to bill    Amount  Reference to receipt

 Refrence to Remarks 

No.  of payee Mileage/ G. V. V receivedG. V. VI

 Treasurey 

   overtime No. Date Mile- Over- Bill Sr. Date

 challen with 

      age time No. No.  which 

amount 

          

 deposited 

 

 

 

 

EXPENDITURE 



Sr.  Date Particular of Amount Reference to register Remarks 

No.  expenditure paid 

    G. V. III    

  G. V. IV 

 

APPENDIX ‘P’ 

 

Form G. V. V 

 

Bill for private journey No...........................  

      Dated ...................... 

1. Name of the officer 

2. Date of private journey 

3. Charges for...........miles journey performed Rs....................... 

4. Overtake allowance of the driver for............hours. Rs............ 

5. Total amount due.....................................Rs............................ 

 

Signature of the controlling officer 

 

 

 

APPENDIX ‘Q’ 

 

To be in Duplicate 

 

Form G. V. VI 

 

                                                                    Receipt. 

Book No. .................... Serial No. ..................... 

Received Rs. .................... From ............................ 

being the full payment of bill No. .................... dated............... 

 

Signature of the Controlling Officer.  

Date........................ 

 
 

 

APPENDIX ‘R’ 

 

[Refer Para 18 of the Standing Order No. 10 (Revised)] 

 

Demand Register 

 
Name and Rank of the Officer  Type of  Approx. Name, Rank and No. Probable Signature

 Remarks 



 requistitioning vehicle vehicle 

 distance of the driver

 time of duty of Officer 

 

INSPECTOR GENERAL’ STANDING ORDER NO. 11 

 

CHAPTER IX 

 

Instructions Regarding Preparation of Pension Papers 

 

1. The following instructions are issued for the completion of pension 

papers and expeditious finalisation of the pension cases in the 

subordinate offices of the Police Department. 

2. As soon as it is known that a Government servant is due to retire on 

pension or has died while in service, action to initiate the completion of 

papers for the grant of pension/gratuity/death-cum-retirement gratuity 

should be taken in hand immediately. Such an action in case of a 

superannuation pension should be taken with a view to ascertain that the 

pension papers duly completed in all respects can be submitted to the 

audit office one year ahead of the date of retirement of the employee. In 

the case of the retiring/invalid composition/family pension such an 

action should be taken immediately after the event becomes known to 

the office. Annexure to this order contains a list of documents which are 

generally required to be completed with cases of various kinds of 

pensions. 

3. It will be the duty of each head of office to ensure that the completion of 

pension papers is initiated well in time so that the pension case is 

finalised by the date of retirement, in the case of superannuation 

pension, immediately after the event in the case of other pensions. Rule 

9.12 of the PPR Vol. II enjoins upon the head of office, the 

responsibility of initiating/taking action immediately failing which they 

shall be liable for disciplinary action. They should also ensure that the 

job of dealing with the pension cases in their offices is entrusted to such 

a person who is well conversant with the rules/procedure regarding 

pension and that such a person is not too frequently tranferred. 

4. The defects which have been generally noticed in the 

completion/disposal of the pension cases in the subordinate Police 

Offices have been given in annexure II to this standing order. 

5. Another important issue which delays/hampers the finalisation of 

pension cases is the delay which is caused generally in the issue of a 

Last Pay Certificate/No Demand Certificate in favour of the 

retired/deceased government servants. It is therefore, of utmost 



importance to see that the arrears of pay and allowances, if any, due to 

the government servant concerned are disbursed before the date of his 

retirement and that outstanding government dues against him are 

assessed/ recovered before that date. Where such a recovrey cannot be 

effected, the government servant concerned should be asked either (i) to 

deposit an amount equal to the outstading government dues 

assessed/found to be outstanding against him or (ii) to furnish a surety 

bond in the form laid down as annexure III to this standing order or (iii) 

to give his consent in writing saying that the outstading government 

dues may be recovered from the amount of death-cum-retirement 

gratuity payable to him under the rules. In the cases, where the sum of 

outstanding dues is more than the amount of death cum-retirement  

gratuity payable to the government servant the head of office shall find 

out other ways/means to effect the recovery. In cases where the 

outstanding government dues cannot be assessed by the time the 

sanction for grant of pension/gratuity is accorded, the heads of offices 

will incorporate in the sanction order to the effect that 10% of the death-

cum-retirement gratuity may be held back by the Accountant General 

Punjab till the Last Pay Certificate/No Demand Certificate is submitted 

to the Audit Office. 

6. In cases where the government servant is in occupation of government 

accommodation, the head of office shall write to the estate 

officer/Executive Engineer or Officer concerned at least one year before 

the anticipated date of retirement of the government servant for the issue 

of No Demand Certificate so that sanction of pension and gratuity is not 

delayed and necessary dues are released before the date of retirement. 

7. Every government servant shall submit a formal application in Form 

Pen. 15. Gazetted servants shall send their applications (which will be 

addressed to the Home Secy. to Govt. Punjab) direct to the Accountant 

General, Punjab, and Non-Gazetted government servants to their head of 

office at least one year before the anticipated date of retirement or in 

cases where the date of retirement cannot be foreseen, the application 

shall be submitted immediately after the date of retirement is settled. 

8. The head of office will also ensure that sanction to the grant of 

pension/gratuity is invariably accorded in each case before the pension 

papers are submitted to the audit office in the first instance. In cases 

where the pension is to be finalised by the date of retirement of the 

government servant, authority shall also pass an order granting 

anticipatory pension upto 75% of the amount of pension finally 

admissible and ensure that the payment of anticipatory pension is drawn 

on establishment pay bills and disbursed to the government servant 



regularly in order to avoid any hardship to him or his family pending 

finalisation of the pension claim. 

9. Every head of office shall have a list prepared every six months on the 

first January and first July each year of all Gazetted and Non-Gazetted 

government servants who are due to retire within the next 12 to 18 

months of that date. A copy of every such list shall be supplied to the 

Accountant General Punjab as well as to this office not later than 31st 

January or 31st July as the case may be, of that year. In the case of 

person retiring for reasons other than by way of superannuation, the 

head of office concerned shall inform this office and the Audit Office as 

soon as the impending retirement becomes known to him. 

 

    Sd/- 

    (A. Kumar) 

Dated:   Inspector General of Police, Punjab. 

 

 

Annexure-I  

(To Inspector General's Standing Order No. 11) 

 

Check List of Documents Required to Complete A Pension Case Being Sent to The 

Accountant General, Punjab Government  

 

1. In the case of a government servant retiring from service on attaining the age of 

superannuation. 

 (a) Formal application for pension in Form Pen. 15 accompanied by the 

documents mentioned in Para-3 thereof. 

 (b) Application for pension and D. C. R. Gratuity in Form Pen. I 

 (c) L. P. C./ No Demand Certificate. 

 (d) Service Book/Character Roll duly completed. 

 (e) Medical Certificate in the case of invalid pension. 

2. Additional documents for persons retiring under Rule 5. 32 (a) of the Punjab C. S. 

R. Vol. II 

 (a) Application requesting permission to retire from service. 

 (b) Retirement order. 

3. Additional documents in the case of persons retiring under rule 5. 32 (c) of the 

Punjab C. S. R. Vol. II 

 (a) Retirement order only. 

4. In the case of pensioners whose death takes place in natural course while in service 

of the government. 

 (a) Death certificate. 



 (b) Application for family pension in the Form laid down as Annexure II to the 

Family Pension Scheme, 1964. 

 (c) Application of death-cum-retirement gratuity in Form H laid down in the New 

Pension Rules, 1951. 

 (d) Identification documents of the applicant such as specimen signatures/thumb 

and finger impressions. Two copies of photograph passport size duly certified 

by a Gazetted Officer to be the true photograph of the person concerned 

indicating his name. 

5. In the case of persons disabled/killed on duty. 

 (a) Application for Injury pension/gratuity in Form Pen. 6. 

 (b) Application for Family Pension/Form Pen. 7. 

 (c) A full statement of circumstances in which the injury was received, disease 

was contracted or death occured. 

 (d) Proceedings of Medical Board in Form Pen. 8. 

 (e) In the case of a deceased government servant a medical report as to the death 

or reliable evidence as to the actual occurrence of death, such circumstances 

that the medical report cannot be secured. 

 (f) A report of the Accountant General, as to whether an award is admissible 

under the rules and if so, of what amount. 

 (g) Proceedings of 2nd Medical Board where such a Board is constituted by the 

government. 

 (h) Indentification documents, such as photographs, specimen signatures etc. 

6. In the case of pension payable to dependents of private individuals. 

 (a) A full statement of circumstances in which death occured. 

 (b) The relationship and pecuniary circumstances of the claimant. 

 (c) Application for pension in Form Pen. 2/Pen. 7 as the case may be. 

 (d) Identification documents. 

 

 

Annexure-II 

(To Inspector General's Standing Order No. 11) 

 

General Defects Noted in The Pension Cases 

 

1. In completion of Service Record. 

 (a) The entries in the Service Book/Character Roll are not recorded properly upto 

the date of retirement/death. 

 (b) Leave account if incomplete should be completed upto date. 

 (c) Certificates of local verification of service admittance of service are not being 

recorded properly and regularly. 



 (d) There are gaps in the dates of appointment and dates of termination of 

appointment resulting in break in service. 

 (e) Column 10 of the History of Services in page second of  Form Pen. 1 is 

seldom filled in. It should always be filled in the first instance. 

 (f) Option of the government servant is not obtained at the time of retirement. 

2. (a) The preparation of pension papers is not initated in time with a view to refer 

the case to audit one year before retirement of the officer, it should be initiated 

18 months before retirement in the cases of supernnuation pension. 

 (b) In the case of other pensions, it should be initiated immediately after the event 

comes to notice of the office. 

3. Cases are kept pending simply for want of assessment of government dues or 

payment of arrears. 

4. Sanction to the grant of pension should invariably be accorded by the competent 

authority before the pension claim is referred to audit for the first time. It is not 

being done in most of the cases in PAP. 

5. Anticipatory pension must be sanctioned, drawn and disbursed to every retired 

officer pending finalisation of his pension claim immediately after his retirement. 

6. Cases regarding grant of extra ordinary pension require special attention. 

7. Monthly/Quarterly progress reports of pending pension cases are either not being 

sent or these are sent with out complete information being given in the same. Some 

of the pending cases are not shown in these returns. 

8. Quarterly reports of pending cases received from A.G. and passed on to the units 

are not propery attended to. 

9. Some persons transferred from one unit to another, are reverted from deputation at 

the time of retirement. This should be avoided as far as possible. If it is done 

complete documents should be sent to the next unit concerned in the first instance. 

10. In the case of persons on deputation the lending unit should initiate preparation of 

pension claim 18 months ahead of the date of retirement. In the case of personnel 

serving in the BSF who have not been permanently absorbed there, it is the 

responsibility of PAP Headquarters (C.I. Branch) either to fix their liens in the 

Battalions 18 months before the retirement so that they could initiate perparation of 

pension cases or to initiate such action from the Headquarters Office. 

11. A certificate is required by AG in such cases saying that, had the individual 

concerned not been on deputation to the BSF for the period from____ to___, he 

would have continued to serve as ____in the PAP and would have drawn pay as 

under. 

 This certificate should be recorded in the first instance. 

 



Annexure-III 

(To Inspector General's Standing Order No. 11) 

 

Amended Form of Surety Bond to be Submitted for Annexure IV to Punjab 

Government Finance Department 

Letter No. 6034-2FRI-58/89 Dated The 2nd September 1959, in Supression of The 

Revised Form Introduced Vide 

Punjab Government Letter No. 2338-FRI-60/3692 

Dated The 19th April, 1960 

 

Form of Surety Bond 

1. In consideration of the Government of Punjab (herein after called “the 

Government” which expression shall include his successors and assignees) having 

agreed  to settle the final account of Shri/Shrimati _______without production of 

‘No Demand Certificate’ from the Estate Officers, I hereby stand surety (which 

expression shall include my heirs, executors, administrators, legal representatives 

and assigns) for payment by the said_______of rent and other dues in respect of the 

residence now allotted to him by government and also for any residence that may be 

allotted or that was allotted to the said_______ from time to time by government. I, 

therefore, further agree and undertake to indemnify the government against all loss 

and damages until delivery of vacant possession of the above said residence is made 

over to the government. 

2. I hereby also stand surety for any amounts that may be due by the said_______to 

the Government by way of pay, allowances, leave salary, advances for conveyance, 

house building or other purposes, for any amounts which may be paid or payable by 

the Government under or in respect of any guarantees given by Govt. on behalf of 

the said_______or any other dues whatsoever of the Government. 

3. The obligation undertaken by me shall not be discharged or in any way effected by 

any extension of time or any other indulgence by the government to the said 

_______and the government shall have the fullest liberty without affecting the 

guarantee, to postpone for any time and from time to time, any of the powers 

exercisable by it against the said_______and either to enforce or forebear it against 

the said_______and I will not be released from the liability under this guarantee by 

any exercise of the Government of liberty with reference to the matters afoersaid or 

by reason of other forebearance, act or omission on the part of the Government or 

any indulgence, by the Government to the said_______or by any other matter or 

things whatsoever which under the law relating to sureties shall, but for this 

provision, have effect of so releasing me from my such liability. 

4. This guarantee shall remain in force till : 



 (a) the ‘No Demand Certificate’ is issued by the Estate Officer in favour of the 

said_______. 

 (b) the Head Office in which the said_______was last employed and in case 

he/she was drawing pay and allowances on gazetted govt. servants bill forms, 

the concerned audit officer has certified that nothing is now due to the 

Government from the said_______; and 

 (c) the ‘No Demand Certificate’ is issued by the Estate Officer in favour of the 

said_______in respect of water and electricity dues, in case Government had 

given a guarantee for these dues, on behalf of the said_______. 

5. The Stamp Duty on this instrument shall be borne by the government. 

 

Signature of the Surety. 

 

 

INSPECTOR GENERAL’S STANDING ORDER NO. 13 

 

Chapter No. X 

 

Investigation of Belated Claims 

 

1. It has been observed that the arrear claims are sent to various authorities for their 

drawals and the result is that the claims are delayed for years and months together. 

According to note below rule 2.25 (b) of P.F.R. Volume-I which enjoins that delay 

in payments are opposed to all rules and are highly inconvenient and objectionable. 

In accordance with this note all Heads of Offices should ensure the punctual and 

prompt disposal of the correspondence on the subject amongst their subordinates, 

delays between the first presentation of a bill and its payment being always 

avoidable. If the above provisions are strictly observed by all Heads of Offices, 

Drawing Disbursing Officers etc., the cases of submission to Audit Office of the 

personal claims of government employees for pre-audit would be very rare. 

Actually, however, the provisions noted-below rule 2.25 (b) ibid are not being 

observed by the various authorities. It has further been observed that in the 

subordinate offices, personal claims of government employees which fall into 

arrears for one reason or the other, are not generally preferred/drawn in time and 

action for their disposal is taken when those claims become time-barred. More often 

than not, the attitude in this regard is indifferent in as much as : 

 (a) Annual increments due to government employees are not sanctioned/drawn on 

the dates due, as a matter of course, but are allowed to remain in abeyance for 

months together. 



 (b) Cases of government employees due to cross the Efficiency Bar are not 

initiated well in time so as to obtain orders of the competent authority by the 

due date. 

 (c) The leave applied for/availed of  by government employees is not sanctioned 

in time and the leave salary and allowances of the concerned individuals are 

not drawn in the regular monthy bills. 

 (d) In the event of transfer of government employees from one institution to 

another within the same department, Last Pay Certificates, Service Books etc., 

are not passed on to the new offices for months together after the government 

employees concerned are relieved. 

 (e) The pay fixation cases of government employees are not taken up/finalised 

expeditiously and arrears on this account are not claimed within reasonable 

time after the finalisation of such cases. 

 (f) The arrears arising on account of the reinstatement of officials previously 

dismissed from service or placed under suspension are not drawn for 

months/years together after orders for reinstatement etc., are passed. 

 (g) Action for obtaining sanction of the competent authorities for the investigation 

of time-barred claims by the Audit Office is initiated in a 

leisurely/incompetent manner and lot of correspondence is, sometimes, 

exchanged between the Heads of Offices/Competent Authorities before the 

necessary sanctions are accorded. 

 (h) The arrear claims when submitted for pre-audit to the Audit Office are not 

prepared with due care and are left deficient in respect of certain essential 

requirements with the result that only in rare cases it is possible to pass the 

bills on their receipt on the first time by the Audit Office. 

 (i) The objections raised by Audit Office are not complied with 

completely/properly and the bills have to be returned time and again for 

compliance of essential requirements and these are not re-submitted to Audit 

Office for months/years together and even then the claims fail to fulfil the 

prescribed requirements. 

2. According to rule 2.25(a) & (b) the arrear claims upto one year old may directly be 

drawn from the Treasury by the Drawing Disbursing Officers. The claims not 

preferred within one year of their becoming due should be sent to A.G. Punjab for 

pre-audit. However, the claims to arrears of pay or allowances or to increments or 

in respect of fees or allowances which have been allowed to remain in abeyance for 

a period exceeding 18 months will be investigated by the A.G. Punjab, under 

special orders of the authority which appoints the Government servant by whom the 

claim is made. For this purpose requisite certificate/certificates required under the 

rules should be recorded on the bills. The sanction of Govt. for the investigation and 

payment on adhoc basis without reference to the old record in A.G.’s office of the 

belated claims of more than six years old is required under rule 2.25(b) read with 



rule 2.25(g) ibid. Such cases should be referred to his office after obtaining a 

certificate from A.G. Punjab that the relevant record has been destoryed and his 

office is not in a position to investigate the claim. The reasons for delay in 

settlement of the belated claim should also be communicated as mentioned in Pb. 

Govt. Letter No. 6584-3FR-I-60/6177 dated 20.7.60, copy endorsed to all Heads of 

Police Offices in the Punjab vide this office No. 16551-85/F dated 19.9.60 While 

referring the case to this office, it may please be ensured that the following 

certificates have been recorded on the bill : 

 (a) “Certified that the accuracy and admissibility of the claim has been cheked 

with reference to the corroborative records and that it has not been paid 

earlier.” 

 (b) “That no part of the amount claimed has been drawn previously”, and 

 (c) “That a note of the arrear claim has been made in the office copy of the bills 

for the period to which the claim pertains”. 

3. Since the Audit Office is not in a position to verify the accuracy and admissibility in 

such cases, it would be better if the claims are got checked by the Range/P.A.P. 

auditor. 

4. The arrear claims would be drawn by the Drawing Officer of the office in which the 

claimant worked during the period of the claim and not by the Drawing Officer of 

the office to which the person concerned has been transferreed 

5. These instructions do not apply to claims upto the monetary limit of Rs.100/- which 

are over one year old, but not more than three years old of their becoming due. Such 

claims should, however, be scrutinised carefully by Drawing Officers before they 

are presented at the treasury for payment. 

 

    Sd/- 

    (A. Kumar) 
Dated: Inspector General of Police, Punjab. 

 

INSPECTOR GENERAL’S STANDING ORDER NO. 15 

 

Chapter X 

 

Free Medical Treatment to Government Servants and Their Families 

 

1. It has been observed that Police Officers and their families are deprived of the 

facilities of free medical treatment in Government Hospitals, as laid down in the 

Punjab Services (Medical Attendance) Rules, 1940, partly because these hospitals 

are not in all cases adequately equipped, and partly also because Police Officers are 

not aware of the rights which they can claim in the matter, and are not apprised of 

them by medical personnel in charge of hospitals. With a view to ensure that all 



ranks are fully acquainted with the Medical Attendance Rules, the position 

regarding concessions admissible to the rank and file is explained below for the 

guidance of all concerned. 

2. The term ‘Treatment’ means the use of all medical and surgical facilities available 

at the Hospital in which a Govt. servant is treated, and includes:- 

 (a) The supply of all such medicines, injections and vaccines and such medical 

comforts as are certified by the Authorised Medical Attendant to be 

neccessary, but no alcoholic stimulants. 

 (b) Such special treatment including electrical treatment and X-Ray examination 

as is certified by the Chief Medical Officer to be necessary and which may be 

provided by the staff of the Hospital. 

 (c) Such accommodation as is ordinarily provided in the Hospital and is suited to 

the status of the government servant. 

 (d) The services of such nurses as are ordinarily employed by the Hospital; but 

does not include diet. 

3. The term ‘family’ means a government servant’s wife/husband who is residing with 

and wholly dependent on him/her, legitimate children, step children, legally adopted 

children and parents, widowed daughters residing with and wholly dependent on 

him/her. 

4. For the purpose of allowing reimbursement of the medical expenses incurred by a 

Govt. employee on the treatment of his/her entirely dependent parents, as are 

otherwise admissible under the rules, the Govt. employee concerned should furnish 

a certificate to the competent authority on the following Lines : 

 “Certified that my father or mother is wholly and solely dependent on me and that 

he/she has no source of income of his/her own whatsoever.” 

5. Under the Punjab Services (Medical Attendance) Rules, 1940, Govt. employees and 

their families are entitled to receive treatment as indoor or outdoor patients at a 

Govt. Hospital at two places, viz. the duty station of the Govt. servant or at the 

place where he may be passing his/her leave. However the children of a Govt. 

employee who are residing and studying within the Punjab State but at places other 

than the duty station of the Govt. employees shall be entitled to the concession of 

free medical treatment provided they are fully dependent on the Govt. employee. 

6. Whenever a government employee or his/her family is treated in a Government 

Hospital outside the headquaters of the Govt. employee, a certificate should be 

obtained from the Authroised Medical Attendant that the necessary treatment was 

not available in the Hospital at the place where the Govt. employee was posted and 

only on the production of such a certificate, the patient will be allowed free medical 

attendance and treatment. If the treatment is taken within the district the sanction of 

C. M. O. of the district is required and when the treatment is taken outside the 

district, the sanction of the Director of Health Services should be obtained. 



7. The cost of the medicines which are prescribed by the Authorised Medical 

Attendant, but are not supplied from the hospital is reimburseable. For this pupose, 

an Essentiality Certificate in the prescribed form for reimbursement of such charges 

should be submitted, duly supproted by cash memo. and outdoor/indoor ticket. The 

charges of the diet will, however, be met by the individual concerned. In cases 

where Govt. employee has to pay charges towards medical, surgical or nursing 

treatment they will also be reimbursed by Govt. in the manner indicated above. 

8. Under the Punjab Services (Medical Attendance) Rules, 1940, Govt. employees are 

first to incur the expenses on medical treatment from their own pocket, thereafter 

the amount so spent is reimbursed to them only after the completion of the 

treatment. Where the Govt. employees themselves or their family members are 

advised to take prolonged treatment extending over a number of months or years, 

the reimbursement should be allowed after every three months irrespective of the 

expenditure involved. 

 

    Sd/- 

    (A. Kumar) 

Dated: Inspector General of Police, Punjab. 

 

 

INSPECTOR GENERAL’S STANDING ORDER NO. 14 

 

Chapter X 

 

Economy in the Expenditure on Postal Stamps and Telegrams 

 

 The need for effecting economy in the expenditure on postal stamps and telegrams 

has been stressed by the Govt. from time to time. The Disbursing Officers in the Police 

Department are, therefore, directed to follow the following methods with a view to 

reducing the expenditure : 

(a) Post cards should be used for brief communication which are not of a confidential/ 

secret nature. 

(b) Telegrams should not be issued when an express letter or a letter with priority 

marking or slip will serve the purpose. Officers should remember that except in 

matters of great urgency, a telegram which arrives after usual office hours, will not 

meet with earlier attention than an express letter which arrives the following 

morning. It is sometimes impossible to take action on many things reported 

telegraphically until files are available. A telegram should, therefore, be sent only 

when action has to be taken immediately on receipt even out of office hours. A 

telegram sent, except under urgent circumstances, on Friday afternoon is 

inexcusable, for, it might lie over until Monday morning by which time a letter on 

the same subject with more details would have arrived. It should be brought to the 

notice of all concerned that expenditure incurred on unnecessary telegrams will 

unhasitatingly be recovered from Despatching Officers/Officials. 



(c) As far as possible, dak should be sent through NGOs ORs visiting the Headquarters 

or office concerned on official duty. Heavy papers may often be sent more cheaply 

by bus/rail accompanied by a messenger than by post. 

(d) Registration of letters should be confined to very important or secret documents or 

letters including articles of value, deeds etc. Less important documents may be sent 

under postal certificates. 

(e) Letters for offices located at the same station should be sent through peon and not 

by post. 

(f) Care should be taken that, except in very urgent cases, more than one packet of 

letters does not issue the same day to the same officer, demi-official letter being, 

except for special reasons included. 

    Sd/- 

    (A. Kumar) 
Dated:   Inspector General of Police, Punjab. 

 

 

 

INSPECTOR GENERAL’S STANDINGORDER NO. 18 

 

Chapter XII 

 

Medical Check up of Policemen and Maintenance of Medical History Sheets 

 

Medical History Sheets 

1. The instructions issued from time to time by the health Department for conducting 

the medical examination of all Policemen stationed at Distt. or elsewhere and 

inspection of Police Hospitals and the Assistant Surgeons, Sub-Assistant Surgeons 

and Rural Medical Officers incharge of the outlying hospitals and dispensaries still 

hold good.Every Policeman shall be checked up medically once a year. A record of 

the details of illness and admissions to hospital of all Policemen is to be maintained 

on a permanent basis . For this purpose the Medical Officers are required to fill in 

carefully the necessary details regarding the disease, treatment etc., in the Medical 

History-Sheet in Form 12.32 (b) for showing the dates of vaccination, inocculation, 

etc., as also the dates of admission to hospital, nature of disease etc. 

2. A duplicate copy of the medical history sheet of each policman should be kept by 

him with his certificate of appointment. When he reports sick to any medical 

practitioner or presents himself for periodical medical  examination before a 

medical officer, he should produce the duplicate copy of his medical history sheet 

and have entries recorded on it. He should be held personally  responsible that 

copies of all new entries on the duplicate copy of his Medical History Sheet should 

go on the original sheet in his Character Roll. Police personnel attached to 

Headquarters should send the duplicate copies of Medical History Sheets to the 

District Police Office to enable new entries to be copied on the original sheet. In the 

case of Police Officers not attached to Headquarters the Station House Officer 

concerned shall send copies of new entries to the District Police Office to bring the 

original sheet upto date. 



3. The duplicate copy of the Medical History-Sheet should only have entries on one 

side, the other side should be left blank to enable it to be re-inforced with cloth to 

strengthen it. 

 

    Sd/- 

    (A. Kumar) 
Dated: Inspector General of Police, Punjab. 

 

 

INSPECTOR GENERAL’S STANDING ORDER NO. 16 

 

Chapter XI 

 

Criminal Intelligence Gazettes 

 

1. It has been noticed from District Criminal Intelligence Gazettes sent to 

the Criminal Investigation Deptt Office that the information contained in 

them is often incomplete and out of date, and further references 

sometimes have to be made to districts by Criminal Investigation Deptt. 

before any item requiring reproduction can be published in the Punjab 

Criminal Intelligence Gazette. Orders about criminal Intelligence 

Gazettes are contained in Police Rules 11.52, 11.53, 11.54, 21.4 and 

23.16 (5), and Superintendents of Police are reminded that, if any 

improvement is to be made in the Punjab Criminal Intelligence Gazette, 

their Co-operation is necessary not only as regards the careful 

supervision of routine material, such as the prompt submission of 

notices about absentee bad characters and lists of stolen bicycles, 

property and fire-arms, but also by remaining constantly on the alert for 

cases of an instructive and interesting nature and by writing up such 

cases for publication. As regards the reproduction of material, the 

Punjab Criminal Intelligence Gazette and District Criminal Intelligence 

Gazettes are largely inter-dependent and, if there is to be prompt 

dissemination of information, there must be as little delay as possible in 

the preparation and despatch of Criminal Intelligence Gazettes. District 

Criminal Intelligence Gazettes more often arrive in the Criminal 

Investigation Department office at irregular intervals. It is suggested 

that District Criminal Intelligence Gazettes could with advantage be 

compiled just like diaries, when the state of crime in their districts and 

cases of interest are fresh in their mind. 

2. Steps are also being taken to despatch the Punjab Criminal Intelligence 

Gazette, so that it will reach Superintendents of Police on Friday or 

Saturday. On occasions of extreme urgency, there is obviously no point 

in holding over an item for inclusion in the next issue of the District 

Criminal Intelligence Gazette and special supplement should be prepared 



and despatched immediately, which in its turn can be issued as a special 

supplement to the Punjab Criminal Intelligence Gazette 

3. A new form to be used instead of Police Rules form 23.16(5) for 

reporting the absence of bad characters, has been prepared (two copies 

are enclosed, one blank and one filled in but without photographs) and 

this form should be brought into use forthwith. It is not intended that 

this new form should be used to report the absence of all bad characters, 

but only of those bad characters who are of real inter-district or inter-

State importance (The absence of unimportant bad characters should not 

be reported to the Criminal Investigation Department office but should 

be communicated direct to the State and District concerned).You will 

note that the new form incorporates two portrait size photographs of bad 

character (One full face and one side face) and it is very necessary, 

therefore, that the photographs should be extremely clear to allow for 

distinct reproductions to be made. The profile photograph should show 

the right side of face, unless there is some identification mark or other 

peculiarity on the left side. In recording the description of an absentee 

bad character the terms given in the descriptive chart glossary issued to 

all Districts and Police Stations in the State should be followed, so that 

the uniformity may be observed. It is not necessary, of course, to put in 

every heading of the descriptive glossary with nil replies. Further, when 

giving details of the types of crime to which absentee bad characters are 

addicted, it is not sufficient merely to state that the man is a thief or a 

burglar, but his detailed modus operandi should be given for instance 

‘burglar’ works in urban areas only; usually enters houses by day when 

occupants are asleep; steals cash and jewellery; or railway thief; 

operates on running trains; steals valuables and clothes from sleeping 

passeengers’. 

4. In addition to Superintendants of Police of districts furnishing material 

suitable for inclusion in the Punjab Criminal Intelligence Gazette, 

attempts are being made in the Criminal Investigation Department office 

to improve this publication. Cases in which the modus operandi is of 

general interest are being published as detachable notices under the 

heading’ Notice regarding specialised crime’ with appropriate sub-

heads. It has been suggested that such notices, after being reporduced 

where necessary in District Criminal Intelligence Gazettes, should be 

detached and kept on record on a separate file in district Crime Record 

Offices (CRO) where they can be studied by officers at leisure. It is also 

the intention to publish notes, illustrated by photographs, of cases where 

the Criminal Investigation Department Scientific Laboratory has assisted 

the District Police. Such notes will include both successful cases and 



failure; the former to bring home to officers by concrete examples, the 

value of scientific assistance, and the latter to show the results of 

incomplete investigation or unskilful prosecution, with the object of 

minimising such ommissions in future. 

5. Apart from any future improvements in the Punjab Criminal Intellgence 

Gazettes, many officers are prone to over-look the valuable material 

already on record in previous issues. Such material should not be lost 

sight of and could well be included, for study purpose in the training 

programme of probationers both in the Gazetted and non-gazetted ranks. 

 

    Sd/- 

    (A. Kumar) 

Dated: Inspector General of Police, Punjab. 

 

 

 ABSENTEE  CRIMINAL  Detachable      

 2½ 2½ 

  Portrait photograph Portrait Photograph : 

  full face right side of face 

  3½ 3½   

(If not available, say so) 

Photograph taken on ................(date) and age on date of Photograph................... Absent 

since...................(date) 

Name, alias, parentage, residence, Police station distict.............................. 

Description (in terms of descriptive chart glossary) 

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

Type of crime to which addicted 

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

Previous convictions 

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

Probable places of resort including relations and associates. 

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

  Absentee Criminal Detachable 

  2½” 2½ 

  Portrait photographs  Portrait photograph 

  full face     right side of face 

  3½ (If not available, say so). 

 Photograph taken in May, 1964 and age on the  date of photograph is 41 years. 

Absent since January, 1970. 

 Name Alias, Parentage, Caste, Residence, Police Station, District 



 Arur Singh alias Rura s/o Jaband Singh, caste Sikh Jat of village Rasulpur, Police 

Station Kartarpur, District Jalandhar. 

 Description (in terms of descriptive chart glossary) 

 Sikh Jat with mark on right side of neck, height 5'-2½” measure; about build, born 

1923; age 47 (1970); fair complexion, Long face, broad, high forehead with vertical 

wrinkle; Sunken eyes; colour of eyes black, dark, thick, joined eyebrows, long hair; long 

beared like Sikhs; dark beard, dark, large,thick moustaches; slow gait with rather long 

paces; wears shirt, pajama and coat with big turban. 

 Type of Crime to which Addicted-Burglar   

 Operates in urban areas, hires house or room next to or above the selected victim’s 

house and from there effects entry. 

 Previous Convictions 

 457, IPC, Amritsar (PS Rambagh) FIR of 1960 

 457 IPC Patiala (PS Kotwali) FIR of 1962 

 457, IPC Jalandhar (PS City) FIR 127 of 1964 

 Probable places of resort, including relations and  

 Associates 

 Jalandhar district Village Rasulpur (PS Kartarpur) Jhan Singh (Father) and Sher 

Singh (Brother) 

 Village Alawalpur (PS Adampur) Fauja Singh, son of Ajaib Singh (Maternal uncle) 

 Jalandhar City. Scene of previous offence. 

 Amritsar district Village Molla Kot (PS Lopoke) Boor Singh son of Bishan Singh 

(wife’s father) 

 Amritsar City scene of previous offence. 

 Patiala District Patiala city. Scence of previous offence. 

 

 

 

INSPECTOR GENERAL’S STANDING ORDER NO. 17 

 

Chapter XI 

 

Writing of Annual Confidential Reports 

 

Memorandum 

1. The personal files of Sub-Inspectors on ‘F’ List, Inspectors and Gazetted Officers 

maintained in this office show that some reporting officers do not realise that their 

periodical reports on officers serving under them, to a large extent, determine their 

careers and that, therefore, to avoid injustice to the officers on whom they are 

reporting, their reports should be true index of officers character and capabilities. It 



is also essential that reports are written regularly and puncutally by them in the 

form of reporting, but following are the points which, amongst others, should be 

taken into consideration when confidential reports on officers are written : 

 “Honesty in its widest possible sense; moral character with special reference to 

weakness for wine, women or cards; moral courage and readiness to expose the 

mal-practices of all subordinates without any distinction whatsoever, a reputation 

for fair dealings with the public in day-to-day working, easy accessibility to the 

public and promptitude in removing their grievances; communal impartiality, 

loyalty to the Govt. in power without regard to political and party feelings; attitude 

towards subordinates with special reference to any weakness for favouritism, 

nepotism or impartiality; general power of control and organising ability, 

personality and initiative; power of command; willingness to take responsibility and 

ability to discharge the same; interest in modern methods of investigation and in 

modern Police methods generally; preventive and detective ability; working 

experience of criminal Law and procedure, realiability and efficiency on parade”.  

2. Some of these points are abviously more applicable to Gazetted Officers than to 

Non-Gazetted Officers, but  some are common to both. It is not intended that 

Supdts. of Police should report on all of them or confine their  reports to these 

points only, but they should certainly bear all of them in mind when writing annual 

and six monthly reports and the charge notes required by Police Rule 21.7 (2) (K) 

on officers serving under them and should endeavour to present as full a picture as 

possible of the character and capabilities of the officers on whom they are reporting. 

3. In writing up the annual reports on the working of the Supdts. of Police, the 

reporting officer should keep the following aspects of their work in view :  

 “Success or failure to give a proper lead and enthusiasm to his officers and men; 

success or failure to co-ordinate the working of the different branches of district 

Police administration and in particular in organising C.I.A. in handling serious 

crime like dacoities, robberies, burglaries etc. in reducing proclaimed offenders and 

military deserters, in recovery of illicit arms or other serious problems arising 

during the year; the amount of interest evinced by him in the welfare of his force, 

the effectiveness or otherwise of his tour in the district, and whether it had been 

well planned or spasmodic; his inspections of the Police Stations whether they have 

been upto date and thorough and his capability to write out Inspection Roports, 

general standard of discipline maintained in the district, efficiency in the 

preparation of departmental files, their quick disposal and adequacy or otherwise of 

punishments awarded; impartiality shown in the matter of posting, promotions, 

punishments, supervision over normal working of the officer particularly with 

regard to prompt disposal of correspondence, supervision over accounts and 

adoption of measures of economy; control and proper use of government vehicles 

and other Govt. Property, general relations with public and officers of other 



departments, performance on parade ground and his capability to impart training to 

the men, particularly in field tactics and handling of fire-arms.” 

 As regards Assistant Supdts. of Police and Deputy Supdts of Police, the reporting 

officers should mention how far they have shared the responsibilities and 

obligations of Supdts. of Police as defined above and whether they are capable of 

runing a Sub-Division. Some of the points described above will apply equally to 

Inspectors of Police as well. 

4. Generally speaking, the reporting officer should state whether the officer or official 

concerned has been able  to discharge the duties of his office satisfactorily. It should 

also be stated whether the person is able, conscientious and hardworking and the 

degree of his qualities in these directions should be indicated. It is important to 

mention whether the officer or official is punctual and has maintained discipline. It 

should also be stated whether he is accessible and hears and deals with complaints 

properly and is  also courteous in his behaviour. The reports should also specifically 

bring out any defects, remediable or otherwise, so that a complete picture of the 

official’s work including the favourable and unfavourable points is available. If any 

particular incident has occured during the period under report which shows up the 

officer in good or bad light, this should be mentioned. Letters of appreciation issued 

by various authorities or persons and any major event or work done or special 

contribution made by the officer towards implementation of a campaign should 

naturally be taken into consideration by the reporting authority while recording the 

annual remarks on the work of the officer, if he considers them relevant in an 

annual assessment of the officer’s work. Some reporting officers tend to make 

mention of very slight defects in a subordindate. Government is of the view that 

very slight defects should be brought to an officer’s notice verbally in the way of 

advice and guidance and need not find mention in annual confidential report unless 

they are of a type which have been more than once brought to the subordinates 

attention but which he, nevertheless, persists in. Likewise, remediable defects 

should also be pointed out during the year so that the official concerned may make 

an effort to improve and to remove those defects. Quite often, it is more convenient 

to get an overall assessment of an officer by pointing out some defects against one 

or the other columns in relationship to remarks made regarding his work with 

reference to that column. It is not the intention that all defects should be enumerated 

against the column “Defects, if any” if their mention against some or the other 

column is already made. In these circumstances it is better to mention the defects 

against the column “Defects, if any” the fact that these have been pointed out 

already. Generally against the column “Defects, if any” should be mentioned any 

significant general or particular defect in the subordinate which is part of his 

method of work or manner, personality or reputation and minor matters can either 

be ignored or dealt with as indicated above. Normally the reporting authorities 

should give their remarks in the confidential reports on the basis of their personal 



knowledge or assessment. There can, however, be occasions when a reporting 

authority receives complaints against an officer. It will not be appropriate for a 

reporting authority to make mention of such complaints in the confidential reports 

without trying to sift the truth. In such a case, he should give an indication whether 

he believes the complaints to be true or false or that it is premature for him to form 

a definite opinion. 

5. A special mention should invariably be made regarding the integrity of the officer 

to which Government attach the greatest importance. It should be clearly stated if 

the officer is suspected of corruption or is believed to be corrupt and this opinion 

should generally be fortified by reasons, which may be in the possession of the 

reporting officer. The reporting officer must be quite honest and frank and discuss 

and officer’s worth from the point of view of his integrity openly and frankly in the 

column “Defects, if any” or elsewhere. Government observe that reporting officers 

are still following the practice of making non-committal remarks like’  No 

Complaints’. Government view this with disfavour and desire that the practice of 

making non. committal entries in the column relating to integrity should cease. 

Reporting Officer should give a definite opinion of the integrity of their 

subordinates while writing their confidential reports. 

6. Further, instances have come to notice in which even though, officers are being 

proceeded  against for serious forms of corruption, their confidential reports for the 

same periods certify their integrity forthrightly and without hesitation.  In case an 

officer has been given a good report for integrity which is later proved to be wrong, 

the reporting officer will run the risk of earning Government’s displeasure 

ordinarily the inference would be that either he did not exercise proper supervision 

or he was in dishonest collusion with his subordinates. The intention is that the truth 

about subordinates should be known to reporting officers and brought to the notice 

of higher authorities. This would not, however, justify the entering of ill-considered 

remarks based on inadequate observation. 

7. No reporting officer should record his remarks in the confidential report of an 

officer under him unless he has seen his work and conduct for atleast three months. 

If the officer has served under the reporting authority for less than three months, the 

opinion of the officer under whom he has previously served for atleast three months 

should be obtained. The period of three months means the period for which the 

reporting authority has actually seen the work of the officer reported on. Besides, 

regular leave (casual leave is treated as duty), the period of suspension when a 

Government servant does not attend to his duties is not to be counted in calculating 

this period, nor the leave and suspension period of the reporting authority if any, 

when he does not see the work of the subordinate. 

8. To facilitate the judging of relative merits of officersby the competent authorities 

making appointements, promotions, etc, the grading should be done by the 



reporting officers in the recognised categories namely ‘A’ Plus (outstanding) ‘A’ 

(very good) ‘B’ plus (good) ‘B’ (Average) and ‘C’ (Below average). 

9. It is urged again that the officers recording confidential reports should realise the 

value and the importance of such reports as it may adversely affect the careers of 

officers reported upon. While superior officers have the fullest freedom and the 

right to record their opinion about the work and conduct of their subordinates, in 

doing so they should be guided solely by considerations of merit, justice and fair 

play. No personal considerations, approaches or ‘sifarish’ of any kind should be 

allowed to supervene and their conscience all along should be their guide in this 

matter. 

 If certain remarks in the confidential reports are based on any case put in court, 

these should be expunged when the case is finally decided, and the officer against 

whom remarks are recorded has been acquitted. 

10. To ensure that the reports are written regularly and punctually, a certificate should 

be furnished to the next higher authority within one month that all confidential 

reports in respect of their subordinates have been written by the due date. 

11. In order to ensure continuity in this system of reporting the Head Clerk or other 

officers-in-charge of your offices should be ordered to bring this Standing Order to 

the notice of the new officer whenever a change in the office takes place and 

whenever annual and six monthly reports are written. It is most important that 

reporting officers on transfer should leave full notes on all officers serving under 

them as required by Police Rule 27.7 (2) (K) 

 

    Sd/- 

    (A. Kumar) 

Dated: Inspector General of Police, Punjab. 

 

 

INSPECTOR GENERAL’S STANDING ORDER NO. 19 

 

Chapter XIII 

 

Efficiency Bars in Various Grades of the Police Clerical Cadre 

 

1. Appendix ‘B’ (Rule 14) to the Punjab Police Clerical (State Service 

Class-III) Rules, 1960 mentions the authorities  who are competent to 

stop the members of the Police Clerical Service at the efficiency bar. 

The qualifications which are necessary for crossing these bars, are not 

laid down in the above mentioned rules. 



2. Detailed instructions on the subject of crossing of Efficiency Bars are 

contained in Punjab Government memo. No. 3574-G-48/35863 dated the 

5th July, 1948 and letter No. 1055-G-51/1308 dated the 23rd February, 

1951, copies of which were forwarded to all Heads of Police Offices in 

the Punjab with this office endst. No. 8196-8220/B dated 31.7.48 and 

10048-72/B dated 23.7.1951 respectively. The instructions contained in 

these communications must be rigidly observed, otherwise cases of 

inequity and injustice may occur. It is important that no official should 

be allowed to cross the Efficiency Bar unless his case has been 

thoroughly scrutinised  and he is found to be deserving of this 

promotion. It is, therefore, of utmost importance that each case should 

be carefully considered and its merits fully examined in the light of the 

Punjab Government instructions referred to above. 

3. For ready reference and to prevent oversight the instructions issued from 

time to time are consolidated and are given as follows for the guidance of all 

concerned : 

 (a) The crossing of an efficiency bar is to be distinguished from the 

earning of an annual increment. In the case of the annual increment 

onus is on the authority to show cause why it should be with held; 

in the case of crossing a bar the onus is on the official tacitly or 

otherwise, to show cause why he should cross it. 

 (b) It is essential that each case is dealt with care and that the crossing 

of an efficiency bar is not regarded as a mere matter of routine. 

Broadly speaking, efficiency and honesty should, taken together, be 

the deciding factors. These factors do not always hang together, on 

the contrary, a dishonest officer is more of an efficient than 

otherwise while an honest officer may not necessarily be efficient. 

 (c) (i) There are two bars in the grade of clerks. No particular 

difficulty should arise with regard to the first bar. The 

Government servant when considered fit to perform 

satisfactorily the ordinary duties of his service should be 

allowed to cross the second and final bar unless he is adjudged 

unfit to be placed in charge of a post which the persons of his 

rank can be called upon to fill. Purely routine workers who are 

not efficient enough to justify promotion into higher grade, 

should not be allowed to proceed to the top of the scale. 

   It is necessary to afford all clerks an opportunity to show that 

they are capable of more than routine work. At least one year 

before the date he is due to cross the efficiency bar at the 

second stage, each clerk shall, therefore, be posted to duties 

which will give him scope to prove his efficiency. These duties 



include correspondence, preparation of statistics, requiring 

common sense, preparation of bills, etc. If it is not possible to 

post him independently on such duties, he should be required 

to do them in addition to his own duties. 

  (ii) Steno-typists shall be permitted to cross the bars if they do 

their work satisfactorily in their grade. 

  (iii) Junior Scale Stenographers shall be permitted to cross the bars 

if they do their work satisfactorily in their grade. 

  (iv) Assistants shall be permitted to cross the bar if they work  

satisfactory in their grade. 

  (v) Senior Scale Stenographers shall be permitted to cross the 

efficiancy bar if they do their work satisfactorily in their 

grade. 

 (d) The following factors should be kept in view so that a case of 

inequity and injustice may not occur: 

   (i) The efficiency bar must be real, and recommendation for 

passing them should not be given as a matter of course to 

those Government servants who just manage to avoid 

getting into trouble. 

   (ii) For the purpose of crossing the efficiency bars, 

Government servants will broadly fall into three divisions 

as below and their cases will be dealt with as explained 

against each : 

    (aa) GOOD- Are those who consistantly earn good reports 

who will in the ordinary course be permitted by 

competent authority to cross the efficiency bar. 

    (ab) FAIR- Are those who secure at least 50 percent 

good reports. They should not be permitted to cross 

the bar unless the Head of the Department is satisfied 

on a careful study of the record that he merits 

promotion and gives promise of satisfactorily filling 

the heavier charges in the grade. 

    (ac) POOR- Are the remainder, and they will not be 

permitted to cross the bar. 

 (e) The competent authorities while considering each case on the basis 

of the above classification should take into account the severity or 

leniency of the officer whose reports are under consideration and 

the nature of the work on which the Government servant was 

employed. 



 (f) Stoppage at an efficiency bar should be for general bad work and 

inefficiency continued over serveral years and not for one or two 

lapses for which ordinary stoppage of increment.(with or without 

future effect) should be the punishment. 

 (g) The cases of stoppage at efficiency bars should be reviewed at the 

expiration of the period of one year from the  date of order and, if 

necessary, at the same interval thereafter. 

4. The authorities who are not competent to pass orders about the crossing 

of efficiency bar in respect of members of Punjab Police Clerical 

Service shall refer the cases to the Inspector General at least two months 

before a Government servant is due to cross the efficiency bar in his 

grade. 

 

    Sd/- 

    (A. Kumar) 

Dated:   Inspector General of Police, Punjab.  

 

INSPECTOR GENERAL’S STANDING ORDER NO. 20 

 

Chapter XIV 

 

Instructions Regarding Good Conduct of Police 

Officers/Officials 

 

1. Instructions have been issued from time to time that Police 

officers/officials should maintain absolute integrity and that they should 

not do anything which is unbecoming of Government employee. These 

instructions, inter-alia, are on the following subjects :- 

 (a) Prohibition of the grant of free passes for cinemas to 

Government employees. No Police officer/official should, in any 

circumstances, ask for or accept a free pass for any Cinema or other 

place of entertainment except when on official duty. 

 (b) Violation of traffic laws and misuse of public motor vehicles. 

  (i) They should not enter motor vehicles which are already full. 

  (ii) They must not compel drivers of motor buses to permit them to drive. 

  (iii) They must not on any account sit on the right hand side of the 

driver. 

  (iv) They should not ask for or accept free travel in any public motor vehicle. 

 (c) Consumption of intoxicating drinks and drugs and smoking in 

office and in uniform. A Police officer/official shall :- 



  (i) Strictly abide by any law relating to intoxicating drinks or 

drugs in force in any area in which he may happen to be for 

the time being; 

  (ii) Take due care that the performance of his duties is not affected 

in any way by the influence of any intoxicating drink or drug. 

  (iii) Not appear in a public place in a state of intoxication; 

  (iv) Not habitually use any intoxicating drink or drug to excess. 

 (d) Public demonstration in honour of Government employees. No 

Police officer/official shall, except with the previous sanction of 

the government, receive any complimentary or validictory address 

or accept any testimonial or attend any meeting or entertainment 

held in his honour or in the honour of any other Government 

employee, except: 

  (i) A farewell entertainment of a substantially private and 

informal character held in honour of a Police Officer or any 

other Government employee on the occasion of his retirement 

or transfer of any person who has recently quit the service of 

any Government ; or 

  (ii) The acceptance of simple and inexpensive entertainment 

arranged by public bodies or institutions. 

    Exercises of pressure or influence of any sort on any 

government employee to induce him to subscribe towards any 

farewell entertainment even if it is of a substantially private or 

informal character and collection of subscriptions from NGOs 

or ORs under any circumstances for the entertainment of a 

gazetted officers, is forbidden. 

 (e) Convassing of Non-Official or Other Influence. 

No Police Officer shall bring or attempt to bring any political or 

other influence to bear upon any superior authority to further his 

interests in respect of matters pertaining to his service in this 

department. 

 (f) Issue of Character Certificates. 

  (i) Some Police Officers issue, in their personal capacity, 

certificates of good character to various individuals. It is felt 

that there is grave danger inherent in this practice because a 

certificate of good character issued by a Police officer, 

especially an officer of the Crinimal Investigation Department, 

creates an impression that the Police authorities have satisfied 

themselves to the antecedents of the person concerned. Very 

often considerable importance is attached to such character 

certificates and the persons to whom these are shown, assume 

that the Police authorities have nothing against the particular 

individual. To avoid any possibility of people being misled by 

such certificates, it is ordered that no Police Officer should 



issue a character certificate to an individual in his personal 

capacity. 

  (ii) Senior Police Officers should ensure that no Police 

officer/official violates any of the above instructions. Any of 

the above lapses on the part of Police officers/officials should 

be taken very seriously and there should be no hesitation whatsoever 

in punishing the defaulter. 

 

    Sd/- 

    (A. Kumar) 

Dated:   Inspector General of Police, Punjab. 

 

INSPECTOR GENERAL’S STANDING ORDER NO. 26 

 

Chapter XV 

 

Instructions Regarding the Submission of  Recommendations For the Award of 

President’s Police Medal and the Indian Police Medal 

1. Recommendations for the President’s Police Medal and the Indian Police Medal are 

often received late, incomplete and not always in the prescribed form. The basic 

instructions are contained in Police Rule 15. 20. and appendices thereto. 

2. The President’s Police Medal and the Indian Police Medal. The rules governing 

the submission of recommendations for these two medals are the same. Police Rule 

15. 20 lays down that recommendations should be submitted through Deputy 

Inspector General of Police, those for gallantry being despatched as soon as 

possible after the occurrence in respect of which the recommendation is made, 

except in the cases where the facts establishing the conduct of the nominee are not 

free from doubt or where the conduct of the Police has given rise to considerable 

public criticism. When such doubts or criticisms exist, officers should  scrutinize 

the facts, with particular case before deciding to make a recommendation. It must 

be clearly stated whether the occurance in respect of which a recommendation is 

made is likely to be subject of judicial proceedings. Recommendations for 

distinguished service should reach the Inspector General of Police by the 10th 

March and 25th August in each year. 

3. Although the date fixed for the submission of these recommendations is the same, 

recommendations for each medal should be submitted with separate covering letters 

and each recommendation must deal with one officer and one officer only. It 

frequently happens that serveral officers concerned in one operation are 

recommended for the award of the President’s Police Medal or the Indian Police 

Medal and in many of these cases names have been grouped together in one 

recommendation form. This is incorrect, each officer must have a separate roll even 



if the wording of the recommendation is the same in serveral rolls. In cases where 

recommendations are made for gallantry, a copy of the special report describing the 

occurrence in which the medal has been earned should be attached. 

4.   Police Rule 15. 20 also requires the submission of Character rolls of non-gazetted 

officers with recommendations. Recommendations have been frequently received 

without the personal File, Character Roll and Fauji Missal and it is not clear how 

recommending officers can comply with rules if  they have not studied these 

records. The recommendations must be complete and accompanied by all papers 

required to be submitted by the rules. The citations should provide sufficient 

material for proper assessmet of merits of each case. These should be sent in 

quadruplicate and should be fairly comprehensive without being unduly long and 

voluminous.  

5.  Sometimes recommendations are received in obsolete forms. It should be sent on 

prescribed form. It must be remembered that recommendations are to be submitted 

to the government of India. It is, therefore, necessary to draft them with care. In 

many cases recommendations are re-submitted in a form unsuitable for publication 

in the Gazette in extenso either because they contain details which it is undersirable 

to publish, such as those dealing with terrorists cases or because they are 

unnecessarily long. Recommendations should be concise and to the point. 

6.   When recommendations are made on behalf of officers who have already been 

awarded a Medal, the number and date of the notification in which the award was 

made should invariably be quoted in the recommendation. No recommendation for 

a fresh award should normally be made unless a period of six years has elapsed 

since the last award was made. This criteria will, of course, not apply to 

recommendation for a gallantry award. 

7. Deputy Inspectors General of Police are requested to fix a date by which 

recommendations by Superintendents of Police should reach them. This should be 

early enough to enable them to check recommendations carefully, and if necessary, 

to return them to Superintendents of Police to be modelled in the light of those 

orders for further informtion. 

8. No recommendation should be made for the award of a lower medal to an officer 

who has been given the President’s Police and Fire Service Medal for 

distinguished/meritorious services. However, there will be no objection to 

recommeding an officer of the award of the lower gallantry medal notwithstanding 

the fact that he already holds the President's Police and Fire Service Medal for any 

act of gallantry performed by him. Gallantry medals are awarded with reference to 

individual occsions and there would be non-congruity between a lower act of 

gallantry being displayed even though higher act of gallantry had been shown on a 

previous occasion. 



9. Sub-Para 3 of the Police Rules 15.20 provides, it should invariably be stated 

whether the officer recommended for the decoration has ever incurred censure or 

been concerned in proceedings that have been censured by a court of law’. It may 

be clarified that only censures arising out of adverse comments by a court of law or 

out of proceedings which have been criticised in a court of law shall be considered 

to be a bar for an award of medal. A censure awarded outside a court of law and as 

a result of departmental proceedings for minor shortcomings would not debar an 

officer from being recommended for the award of medals. In such cases, a 

statement showing the nature of punishment and the circumstances in which the 

officer was punished alongwith the reasons which justify an officer being 

considered for the award of the Police Medals, should invariably be furnished with 

the recommendtion roll. 

10. Deputy Inspectors General should submit each group of recommendations from 

their range together and complete and not in two or more instalments, as the latter 

practice is liable to lead to confusion. Rcommendations received after, due date or 

found to be incomplete in any respect shall not be entertained. 

 

    Sd/- 

    (A. Kumar) 

Dated: Inspector General of Police, Punjab. 

 

INSPECTOR GENERAL’S STANDING ORDER NO. 29 

 

Chapter XVI 

 

Punishment of Reduction in Rank in the Case of Directly Appointed Officers 

 

 The question has recently been raised as to whether a directly appointed Head 

Constable can rightly be reduced to the ranks as the result of departmental proceedings. 

The answer to this query is in the negative as it is implicit in appointment to a given rank 

that the person appointed shall not be required to serve in any lower rank. This ruling is 

applicable, mutatis mutandis, in the case of all directly appointed officers and it follows, 

therefore, that in cases where such officers are found guilty of misconduct which can not 

adequately be punished by any punishment less than reduction in rank, the proper order 

would be one of dismissal. This procedure might, however, result in the inflicting of a 

punishment greater than actually warranted by the conduct in question and it will, 

therefore, be open to the appellate authority when dealing with the case on appeal either 

suo moto or on the recommendation of the punishing authority, to call upon the 

delinquent, to state whether he is prepared to accept clemency to the extent of being 

reduced in rank instead of being dismissed and to pass final orders as necessary in the 

light of delinquent’s reply. When action is taken on these lines it will, of course, be 

desireable for the appellate authority to make it quite clear to the delinquent that 



reduction instead of dismissal is a definite act of clemency to which under a strict 

interpretation of the rules, the delinquent is not entitled. 

 

    Sd/- 

    (A. Kumar) 

Dated: Inspector General of Police, Punjab. 

 

 

INSPECTOR GENERAL’S STANDING ORDER NO. 21 

 

Chapter XIV 

 

Relations Between Public and Police 

 

1. The necessity of courteous behaviour towards public has been stressed time and 

again, and although a steady improvement is discernible in this connection, yet 

instances are not lacking where the Police station staff still fails to adopt polite and 

sympathetic attitude towards the complainants/visitors and their conduct was 

actually arrogant and truculent, a legacy of bureaucractic days. Such instances give 

a bad name to the force as a whole besides bringing the government into disrepute. 

It should be remembered that the efficiency of the force is in no small measure 

judged by its relations with the public and whereas courtesy costs nothing, it 

certainly pays huge dividends. Supposing an individual comes to a Police Station 

with his tale of woe, on hearing which the Thana Staff finds the matter non-

congnizable. Now, the Police in such cases will perhaps be within the legal bounds 

in refusing to interfere and giving the complainant a cold shoulder, but such an 

symapathetic behaviour, devoid of human interest and sympathy, will certainly not 

create a healthy and happy impression about the Police, not only on the particular 

individual but also the public in general. On the other hand, a few consoling words, 

display of sympathy and extension of whatever help, will go a long way in having 

the very desirable effect of creating a sense of the Police being one with the public, 

thereby bringing good name to the force and also earning tremendous amount of 

goodwill for the government. 

2. I, therefore, hardly need over-emphasise the utmost necessity of courteous and 

friendly behaviour towards the public, which can only help secure for us the full 

and free support of the public, so necessary in the present day democratic set up. 

Any person, of whatever status, coming to the Police Station with his problem, be it 

cognizable or non-cognizable, should be given a patient hearing, with a sense of 

sympathy and interest in his afflictions, and whatever help is indicated should be 

promptly afforded. 



3. Gazetted officers should particularly make it a point to bring home the above 

instructions to the Police station staff on their formal and informal visits to the 

Thanas, for the good name of the Force. In future, all supervisory officers will be 

held personally responsible that the men under them conducted themselves properly 

in their dealings with the public. Needless to add that any further instances of 

discourteous and truculent behaviour will be taken serious notice of. 

4. Officers, howsoever great, are expected to take the time as a result of extra work, 

are expected to take the greatest care to give adequate time and patient hearing to 

the visitors, so that the latter may have no cause for offence, complaints, etc. 

 

    Sd/- 

    (A. Kumar) 

Dated: Inspector General of Police, Punjab. 

 

 

From 

  The Director General of Police,  

  Punjab Chandigarh. 

To   

 1. All Inspectors General of Police in Punjab. 

 2. All Range Deputy Inspectors Geneal of Police in Punjab  

 3. All Senior Superintendents of Police in Punjab. 

 

Impovement in Police Public Relations 

 

Memorandum  

1. In the Conference of Governors held in October 1988 at New Delhi, the Pirme 

Minister of India observed that he felt that there is a wide gap between 

administration and the Police. The stringent action against criminals does not 

necessarily imply that the administration or Police should adopt a stiff-necked 

attitude towards the general public. The Police should rather behave with courtesy 

towards the public, continuing their tirade against terrorists and anti-social 

elements. The change in attitude is likely to yield dividends and help us getting the 

co-operation of the masses. Even if the co-operation from public does not come 

forth immediately, it will be worthwhile ending the alienation of the common 

masses with the administration. The next phase will be that the Police and 

administration becoming friends of the people rather than being treated as harsh 

administrators. Detailed instructions regarding Police, Public Relations have 

already been issued vide Standing Order No. 1/81 copy of which was sent to all 



heads of Police Offices in Punjab vide this Office endst. No. 7719-47/E-4, dated 22-

5-81. 

2. The action taken in respect of improving Police Public Relations may please be 

intimated to this Office so that State Govt. could be apprised accordingly. 

3. Please acknowledge receipt. 

AIG/T&T,  

for Director General of Police, Punjab, Chandigarh 

No. 4141-80/TT-1, dated Chandigarh, the 25.4.1989. 

 

OFFICE OF THE DIRECTOR GENERAL OF POLICE PUNJAB  

 

STANDING ORDER NO. 1/1981 

 

Police Public Relations 

 

1. An average citizen still hesitates to accept a policeman as his “friend” and 

protector. Request for police help is usually made as member of the 

public under stressful circumstances while he is unsure of his reception 

and treatment. Even under very legitimate circumstances the common 

man does not want to get entangled with the police affairs. In his mind, 

there is always a lurking possibility of his being harassed rather than 

being helped. These are symptoms of a general “Alienation” between the 

Police force and the community. 

2. People generally view a Police Officer as a threat. They should avoid the 

Police and therefore Police fails to get their cooperation. The citizens 

are generally reluctant to contact the Police. Some people record the 

Police as their downnight enemies. 

3. Those Police Officers who have succeeded in winning public confidence 

have found a way to present themselves in a non-threatening manner. 

They develop ways of minimising the threat which their identity as 

policemen seems to create. For real success of any police operation, 

winning of public confidence is a necessity. A really successful officer 

is one who has be-friended the public. 

4. Needless to say that Indian Police today stands as a much maligned ‘tool 

of repression’. It invokes and suffers popular wrath of mistakes of 

others. Policemen are condemned as ‘Protectors of elitist Status quo’ 

and for want of popular support remain an exploited lot with very little 

professional fulfilment. 

5. The Police suffers from certain limitations. The nature of Police jobs 

and limitations of Police profession pose special and complicated 

problems in the area of Police community relations. Some of these 

special limitations are : 

 (a) Police tasks are generally unpleasant. They tend to curb liberty of 

certain people. 



 (b) Police suffers from a historical hangover of popular perceptional 

hostility. 

 (c) Police does not have patronage of favours to distribute. 

 (d) Police is regarded as an agent or defender of status quo. 

 (e) Police officials at lower levels are ill-equipped for jobs needing 

mental faculty. 

 (f) Police image is irretrievably lost when violent disorders occur. 

6. Not withstanding these predicaments, the Indian democratic system 

expects and needs happy and healthy police community relations. Apart 

from long range social gains the Police organisation also tends to benefit 

by improvement in police public relations. With better police community 

relations Police can gain as follows: 

 (a) Its professional tasks will ensure better popular co-operation and 

support. 

 (b) Its image will imrove and so will its capactiy to resist interference. 

 (c) Its professional prestige will rise in popular esteem and will 

strengthen its case for better service  condition. 

 (d) Its role as defender of democratic instiutions will enhance and it 

will be in a position to function as ‘Limb of Law’. 

7.  The ways out from the present impasse are: 

 (a) A switch over to the philosophy of citizen Police. 

 (b) An extension of Police functions in positive sense, and 

 (c) A  thorough going reform in the recruitment and training system of 

the Police organisation. 

8. Before we proceed further we have to see what the grievances generally 

against Police are : 

 (a) Their uncivil behaviour, calousness, rudeness, high-handedness, 

opperssive conduct, vindictive attitudes; 

 (b) burking of crime; 

 (c) padding of evidence; 

 (d) delay in taking up complaints; 

 (e) false implication of innocent persons; 

 (f) partiality in investigation; 

 (g) succumbing to political pressures; 

 (h) collusion with anti-social elements; and 

 (i) extortion and corruption. 

9. It cannot certainly be said that all these faults/defects are to be found in 

all policemen. But here and there they do exist in a greater or lesser 

degree in quite a few of us and to that extent it may have to be said that 

the criticism is not unjustified. 

10. Below is a resume of defects as generally met in this regard and what we 

ought to do to remedy the situation: 



 (a) Treatment of Visitors to Police Stations. Quite often, when a 

person, may be victim of a crime or just a person wanting some 

assistance, approaches a Police Station Officer, he is not received 

with that will to help though a ‘May I help You’ board might be 

hanging at the entrance to the Police Station. When a victim comes 

to the Police Station he is in an excited state of mind and even 

before recording what he was to say if the S.H.O or his 

representative tried to put him at ease by a few words of assurance 

and consolation, it is likely to go a long way in creating a good 

impression about the Police in general. It will be a good gesture if 

when a victim completely smeared in blood is seen entering a 

Police Station, the Police Officer there walks up few steps to meet 

him, and  uses a few words of consolation, and even arranges to 

give him a cup of tea or coffee. Eventually, it may appear that the 

offence committed on this victim is only non-cognizable and Police 

cannot investigate it, nor arrest the accused immediately. But the 

earlier treatment meted out to the person has prevented any 

misunderstanding about Police intentions. 

  Annexure ‘A’ gives details how a complaint/information will be 

received in the Police Station. 

 (b) Treatment of Witnesses. We send for witnesses to come to the 

Police Station for recording their statements, but we fail to be 

present at the assingned time and the witness has to wait there 

without anyone explaining as to why the officer is not present and 

when he is expected to be back there. The witness either lingers on 

or leaves the place. In the latter case, we get angry with him. 

Sometimes, even when the officer is present in the Police Station he 

just does not care to look at the witness or attend to him promptly, 

but does so on doing various other jobs. This certainly annoys the 

witness who cannot afford to waste his time at the Police Station. 

 (c) Searches. While conducting searches if we have the right approach 

there is no reason why any criticism be levelled against us as being 

rude or callous or having offended the religious sentiments of 

persons. If you don’t find anything incriminating at the end of the 

search please say :"Excuse me, I certainly do not wish to offend 

you, but we had some information and we had to check it up”. 

 (d) Arrests. In the matter of arrest also we can be decent. Firstly, it is 

not mandatory that every person to be prosecuted must be arrested. 

  We can make exceptions in deserving cases. When we decide to 

arrest, however, we can do that also in a good way. But quite a few 

of us deliberately choose wrong time for arrest, handcuff and rope 

the accused and parade him through streets if it is necessary to do 

so. With the types of offences multiplying fast, persons from 

various walks of life who would not otherwise have committed 

crimes as commonly understood, come to be prosecuted for various 

violations. By this, we certainly can avoid arresting such accused 



and do just what is needed under law. This will not give the cause 

to criticise Police behaviour and action. 

  In such matters, some times we have a different way of dealing with 

different persons. We give one type of treatment to influential, 

powerful (physically, financially, politically) persons. We are 

criticised for being partial. All persons whether rich or nor, 

powerful or weak, are alike before the law and our dealing with 

them also should be so. 

 (e) Burking of Crime. Burking of crime or putting up a large number 

of cases under various preventive sections is generally done for 

statistical purposes. This attitude develops if supervisory officers 

go by only figures. The system of assessing performmance of 

subordinates on the basis of statistics demoralises honest and 

sincere workers and encourages the  cheating type. Our aim should 

certainly be to bring down crime, to improve the percentages of 

detection and conviction but this should not be shown through false 

figures. What should be valued is honest and sincere efforts and 

efficeint investigation. If such efforts are there results are bound to 

come. 

 (f) Attention to Petitions. All police officers generally receive a large 

number of petitions by post. Sometimes they are given personally 

also. Acknowledgements do not go in many cases. Enquiries are not 

completed for months together and the petitioner just does not 

know what is happening. After sending a reminder or two, he gives 

up hope and forms a very bad opinion of the police. The Public, 

even the educated amongst them do not know various provisions of 

law even in petty matters. Quite often these petitions contain matter 

which does not come under the strict purview of the Police. 

Somehow or the other people have a feeling that whatever wrong 

they see or feel has to be corrected by the police. These petitions 

have to be attended to promptly. A prompt reply giving necessary 

advice on steps to be taken by the petitioner to get his grievances 

redressed would create a lot of goodwill for us. Quite a number of 

petitions are for seeking protection against harassment by bullies, 

goondas, and anti-social elements. If we can give protection, we 

can do so even in non-cognizable matter. Persons thus benefitted 

are quite prompt in recongnising this and communicating their 

gratefulness. 

 (g) Enforcement of Traffic Laws. Another area of our work where we 

sometimes earn dispopularity is the enforcement of social 

legislation and traffic or closure of some roads to traffic, some 

persons are bound to, be greatly inconvenienced. But with regard to 

prosecuting violators of such regulations police have discretion. If 

that discretion is used freely and judiciously, there may not be 

occasion for public criticism of high handed and rude behaviour to 



decent citizens by the police, in the matter of traffic enforcement. 

Police attitude should be to educate than punish minor offenders. 

 (h) Dealing With Crowds, Agitators, Unrest. This is another matter 

where Police are exposed to criticism. Even here while being quite 

firm in the interest of public peace, we still can minimise occasions 

for criticism if we do not allow ourselves and our judgment to be 

influenced by outside pressure. If we know our laws, if we 

remember out training, if we keep our wits about us, if we keep the 

poise and balance of our mind in the midst of disturbed situations 

and act as the occasion demands and as our training dictates us, we 

are likely to come out unscathed. We have also to be prepared to 

explain our actions and face consequences if occasion arises. 

 (i) Public Problems and Inconveniences. There are certain other 

areas of public sufferings where we can take intiative in redressing, 

where  the major section of the society can be dubbed as ‘silent 

sufferers’. They murmur amongst themselves but very rarely go up 

to the authorities with specific complaints about the nuisance they 

suffer. A policeman who is conscious of his role as a public 

benefactor should be continuously spotting out such nuisances and 

even when specific complaints are not received, he should, on his 

own initiative, take steps to remove the nuisances or at least to 

reduce it. 

  The nuisance due to loud-speaker is another matter where the police 

can act on their own initiative and obtain public approval of their 

action. 

  Public appearances in uniform of Police Officers in shopping and 

market areas on occasions other than agitations, disturbances, riots 

go a long way in attracting the appreciative and sympathetic eye of 

the public towards the police. During busy hours checking traffic, 

clearing pavements of hawkers or instructing hotel keepers against 

playing music in violations of the hotel licence conditions, clearing 

band music in violations of the hotel licence conditions, clearing 

hand cart hawkers from corwded shopping areas, and sometimes 

even standing on traffic points to control and regulate traffic, meets 

public approval widely. The public likes this kind of work. They 

come to know us better and they appreciate such corrective steps 

when the emphasis is more on improvement than on prosecution of 

such persons. 

 (j) Political Pressures. There is often loose talk of political pressures 

which interferes in the discharge of policemen’s normal functions. 

There are persons who want the police to act as they like. They may 

be politicians. They could be commercial magnates. There are 

Police Officers who allow themselves to be subjected to such 

pressures to mutual benefit. But an honest, upright, sincere, 



conscientious and hardworking policeman does not have to succumb 

to such pressures. If he is courteous and polite while dealing with 

such influential persons he can get away from being subjected to 

any such pressure. 

  With regard to the transfer of subordinates also some times 

pressures are brought. If the officer concerned takes on himself the 

responsibility of enquiring into the grievances of the party who is 

seeking such transfers and actually does so, the transfer is not 

required to be effected if there is no fault on the party of the 

policemen or officer whose  transfer is asked for does not feel 

aggreived. Some of us get greatly upset only at receiving such 

request and such approaches being made. Then we behave in a curt 

or rude manner and this actually lands us in to trouble. 

  This kind of dealing with such matters by superior officers and 

giving due protection to the subordinates boosts up the morale and 

confidence of the subordinates, which necessarily leads to better 

performance by them which results in improving general police 

image. It is the responsibility of the superior officers to act as a 

kind of ‘shock absorbers’ and profect the subordinates from such 

shocks. 

 (k) Personal Conduct of Policemen. There is a feeling in some 

sections of the public that senior officers have a tendency to protect 

their corrupt subordinates in order to save the good name of the 

department. Efforts on the part of senior officers to punish corrupt 

subordinates and thus try to check corruption in the department are 

always lauded by the public. It would be interesting to find out how 

many of the total number of detected cases of corruption in the 

police are the result of steps taken by the departmental   superiors 

and are not the result of action taken by the Anti-Corruption or 

Vigilance Bureau. The integrity, the uprightness, the impartial 

attitude, honesty and sincerity of a Policeman will always place him 

quite high in the esteem of the public and will also give him 

suffcient strength to withstand various types of strains, pressures 

that he is required to face from time to time in the discharge of his 

official functions. 

  When off duty, policemen irrespective of their rank must act and 

behave as ordinary citizens. If they expect free cinema, bus travel, 

goods and services, a gratis, encroachmnet on the rights and 

privilages of others, they will never enhance the image of police in 

addition to being guilty of professional misconduct. 

 (l) Police Public Relations. Any Police Officer who wants to improve 

the image of the police in Public has to cultivate three qualities:- 

  (i) Patience; 



  (ii) Psychological insight into the working of mind particularly 

under stress; and 

  (iii) Sympthetic Attitude;  

  Since we are over worked or we think that we are over worked we 

seldom are prepared to spare time and energy to listen to the people 

who come to us in Police Stations, Police Posts and offices. We do 

not realise that the people who come to us after offices. We do not 

realise that the people who come to us after spending lot of money 

and time expect at least a patient hearing from Police. So we must 

spare some time and devote some energy to the people who visit us 

with their grievances. It does not mean that we should do anything 

illegal for them or false cases should be registered against anyone. 

Whenever we are unable to do anything which the people ask us, we 

should explain them politely and patiently our legal and statutory 

limitations. The trouble arises when police tries to pose that they 

have all the powers and when they are called upon to help they get 

themselves entangled in illegal activites. 

  As psychology of people generally and particularly those under 

stress, we must understand that some people visit us to derive 

illegal benefit. At the same time we must realise that a very large 

number of people visit us when they are in a state of distress and 

they find themselves under strain. Generally an Indian aviods 

police as a devout person avoids the devil because they consider the 

Police as wrong people given to oppression and manipulation. 

However, if we treat the people with courtesy and hold them within 

the law they may come to realise our difficulties too. 

  Policemen have enormous powers under law to help and harass 

people. Liberty is sacred and honour is still more sacred to people 

yet police has not only legal powers to arrest offenders but also 

resorts to such misuse of powers to arrest offenders  that people 

feel dishonoured. So we must use our powers only when there is 

complete evidence against the accused person. Normally Police 

should protect the liberty and honour of the people, particularly of 

the weaker sections, women folk, children, old people and the 

poors. Under the law police has powers and a powerful person must 

have a sympathetic attitude towards the unfortunately 

weaker/poorer human beings. Police Must Cultivate Sympathy for 

the People 

 (m) Need of Ideals for Police. There is need to motivate all ranks on 

correct lines. We must set before police high standards of conduct. 

Annexure ‘B’ lays tasks for police and Annexure ‘C’ Principles 

which should guide police working. All officers will take vigorous 

and sustained steps by way of training their subordinates in above 

ideals and principles. 

 



SHO and The Complainant 

11. (a) Receive the information or complainant with a smile on face in all 

sympathy for him. Hear him patiently without any fret or frown. If 

he is a confused person and not capable of explaining his trouble 

coherently don’t lose your temper. Offer him a cup of cold water 

and let him take little respite under a fan. Don’t be harsh with him. 

Don’t allow yourself or your subordinates to hurt his feelings in 

any way. 

 (b) With your patience you will see that the bewildered complainant 

(due to the loss of money and honour and in search of succour for 

which he has come to you) has come back to his own and now 

explains his trouble to the Police, register the FIR without 

hesitation, charge, or consideration. Never put him to bring paper, 

pencil and carbon. Never twist the facts of the case in order to 

make non cognizable by the Police and never ask the complainant 

to give you an application out about his complaint. 

 (c) In case really non-cognizable reports are made to you, enter the 

same in the Police Station Daily Diary (Register No. 2) and give a 

copy of the same to the reporter. Politely tell him why you have not 

recorded the FIR and taken up the investigation. Guide him like a 

friend to lodge a complaint in the civil or criminal court but mind 

you refrain from suggesting the name of  the Advocate or lawyer 

that he should engage otherwise a bad name might come to you. 

 

Nine Principles of Metropolitan Police 1829.  

12. (a) To prevent crime and disorder as an alteratives to their repression 

by military force and severity of legal punishment. 

 (b) To recognise always that the power of the Police to fulfil their 

functions and duties is depending on public approval of their 

existence, actions and their ability to secure and maintain public 

respect. 

 (c) To recognise always that to secure and maintain the respect and 

approval of the public means also the security of the willing co-

operaion of the public in the task of securing  observance of  laws. 

 (d) To recognise always that the extent to which the co-opetation of the 

public can be secured diminishes proportionately, the necessity of 

the use of  physical force and compulsion for achieving police 

objectives. 

 (e) To seek and to preserve favour not by surrendering to public 

opinion but constantly demonstrating absolutely impartial service to 

law, in complete independence of policy and without regard to the 

justice or injustice of the substance of individual service and 

friendship to all members of public wihtout regard to their wealth 



or social standing by ready exercise of courtesy and friendly good 

humour; and ready offering of individual sacrifice in protecting and 

preserving life. 

 (f) To use physical force only when the exercise of pursuasion, adivce 

and warning is found to be insufficient to obtain the public co-

operation to an extent necessary to secure observance of law or to 

restore order; and to use only the minimum degree of force. 

 (g) To maintain at all times a relationship with the public that gives 

reality to the historic tradition that police are the public and that 

the public  are the police; the police being only member of the 

public who are paid to give full time attention to duties which are 

incumbent on every citizen, in the interests of community welfare 

existance. 

 (h) To recognise always the need for strict adherence to police 

executive function, and to refrain from even seeming to usurp the 

powers of the judiciary or avenging individuals or the State, and of 

unauthoritatively judging guilt and punishing the guilty. 

 (i)   British Police Principles may be defined breifly, as the process of 

transmitting crude physical force, which must necessarily be 

provided in all human communities for securing law observance; 

and of activating this force by inculcating unobservance; those of 

others. and of activating this force by including unobtrusive public 

recognition and appreciation of the personal and communal benefits 

of the maintenance of public order. 

 

Twelve Principles of Police Conduct in India 1960 

13. (a) The Police must bear faithful allegiance to the Constitution of India 

and respect and up hold the rights of the citizens as guranteed by it. 

 (b) The Police are essentially a law enforcing agency. They should not 

question the propriety or necessity of any duly enacted law. They 

should enforce the law firmly and impartially without fear or 

favour, malice or  vindictiveness. 

 (c) The Police should recognise and respect the limitations of their 

powers and functions. They should not usurp or even seem to usurp 

the functions of the judiciary sit in judgement on cases. Nor should 

they evenge individuals and punish the guilty. 

 (d) In securing the observance law 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 

absolutely minimum force required in the circumstances should be 

used. 

 (e) The primary duty of the Police is to prevent crime and disorder and 

the Police must recognise that the test of their efficiency is the 



visible evidence of Police action when all other methods have 

failed. 

 (f) The police must recognise that they are members of the 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. 

 (g) The Police should realise that the efficient performance of their 

duties will be dependent on the extent of ready co-operation they 

receive from the public. This, in turn, will depend on their ability 

to secure public approval of their conduct and actions, and then to 

earn and retain public respect and confidence the extent to which 

they succed in obtaining public co-operation will diminish 

proportionately the necessity of the use of physical force or 

compulsion in the discharge of their duties. 

 (h) The police should be sympathetic and considerate to all people, 

should be constantly mindful of their welfare. They should always 

be ready to offer individual service and friendship and render 

necessary assistance to all without regard to their wealth or social 

standing. 

 (i) The Police shall always be courteous and well mannered; they 

should be dependable and un-attached; they should possess dignity 

and courage, and should cultivate character and the trust of the 

people. 

 (j) The Police shall always place duty before self, should remain calm 

and good humoured whatever be the danger or provocation and 

should be ready to sacrifice their lives in protecting those of others. 

 (k) Integrity of the highest order is the fundamental basis of the 

prestige of the police. Recognising this the police must keep their 

private lives scrupulously clean, develop self-restraint and be 

truthful and honest in thought and deed, in both personal and 

official life so that the public may regard them as exemplary 

citizen. 

 (l) The Police should recognise that they can enhance their utility to 

the administration and the country only by maintaining a high 

standard of discipline, unstinted obedience to the superiors and 

loyalty to the forces and by keeping themselves in a state of 

constant training and preparedness. 

 

  Sd/- 

  Birbal Nath, IPS 

Director General-Cum-Inspr. Genl. of Police, Punjab. 

No. 7719-47/F-4, Dated 22nd of May, 1981. 

Copy forwarded for information to: 



1. All the Distt. Supdts/Sr.Supdts, of Police in Punjab (with spare copies 

for the Addl. Supdts. of Police, and the Sub. Divisional Officers Police, 

posted in various Sub Divisions in Punjab). 

2. All the Comdts. of  PAP Bns. 

3. All the Range D.Is.G. of Police in Punjab. 

4. DIG of Police PAP Jalandhar Range. 

5. The Asstt. Inspr. Genl. of  Police, CRPF. 

6. The Asstt. Inspr. Genl. of  Police, Traffic Punjab. 

7. The DIG of Police, CID Punjab. 

8. The Principal, PTC,  Phillaur and 

9. The Officer-in-Charge, PRTC Jahan Khelan, This Standing Order should 

form the basis of Lectures on ‘Police Community Relations’ from the rank of 

SIs to Gazetted Officers. 

 

From 

  Director General of Police,  

  Crime, Punjab. 

To   

  All Heads of Police Offices in Punjab. 

  No. 1976-99 CR-9 Dated 29.9. 2000 

 

Subject :  Use of Community Policing Approach in Day-to-day Policing to Improve 

Police Public Relationship, Police Image and to Enhance Transparency in 

Police. 

 

Memorandum  

A copy of Standing Order on the above cited subject is sent herewith for information and 

necessary action at your end. 

 

Encl: As above.  

 

for Director General of Police. 

Crime, Punjab 

 

STANDING ORDER NO. 1/2000 

 

Use of Community Policing Approach in Day-to-day  

Policing to Improve Police Public Relationship, Police  

Image and to Enhance Transparency in Police 

  

1. The need for adopting a transparent and people friendly approach in policing can 

hardly be over-emphasized in the present world. All over the globe, changes in 

police attitude and functioning based on community policing approaches have paid 

very rich dividends. 



2. Community policing in very basic terms means developing strategies where the 

community can be involved in a positive relationship with the police with the aim 

of achieving better results and developing a more transparent system. It involves 

getting people in the neighbourhood/society involved in the problems that directly 

affect them. Community policing is policing with the help of the community, i.e., 

with the active involvement of community members in ensuring safety and security 

of citizens and maintenance of peace. Hence community policing being an exercise 

in relationship building has to be a gradual process which slowly catches 

momentum and is strengthened by mutual help and co-operation. This standing 

order aims at providing a framework for the community policing projects to be 

taken up by the police and for ensuring uniformity of approach. 

3. Mission Statement. The Police, in partnership with the community, will strive to 

protect the citizens and improve the security environment of society to provide 

better quality of life. 

4. Vision. The Police will undertake the law enforcement with high degree of 

professionalism, integrity and innovative services with the help of community.  

5. Values. The Police shall take PRIDE in providing dynamic partnership with the 

community they "serve". 

 PRIDE is defined as :  

 P - Partnership-(work with community) 

 R - Respect for each other-(without bias or prejudice) 

 I  - Integrity-Be an example to everyone. 

 D - Diversity-Appreciate and welcome the distinct qualities of 

cultures/communities. 

 E -   Encourage and support the talents of each employee (recognise 

dedication and sacrifice). 

6. The guidelines for the implementation of the community policing 

scheme are give in Annexure I. The guidelines for the Neighbourhood 

Watch Scheme, which aims at improving the security environment in 

urban areas, prone to burglary and theft, are given in Annexure II. It is 

specified that the Neighbourhood Watch Scheme is a part of community 

policing and its need based implementation should be undertaken as part 

of the Community Policing Approach. The detailed guidelines given in 

annexure I and II are suggestions only, all of which may not be possible 

in an area. Therefore, they can be suitably modified to meet the specific 

requirement of the particular area. 

7. The SSPs will be responsible for initiating the scheme at the district 

level. The halqa GOs will supervise the community policing scheme at 

the sub-division level. SHOs/Addl. SHO s to be nominated as the 

Community Policing Officer for their respective Police Station areas. 



The plan of action shall be drafted by the SHO for his Police Station 

area clearly outlining the action proposed to be taken during Phase-I and 

Phase-II. A copy of the specific programme will be submitted by SHO to 

the SSP through halqa GO. The plan of action for the entire district shall 

be drafted by the SSP. In order to monitor the progress under the scheme 

SSP will nominate one or more SPs as the district nodal officer. At the 

end of one month, the SSP/SHOs should be able to identify the members 

for the Companions of Police (COP) Group keeping in mind the 

guidelines given in Annexure-I. 

8. The SSPs, halqa GOs and SHOs should involve local district 

administration, members of media and representatives of people in all 

their programmes. The SSP will coordinate with the DC to work out the 

possibility of clubbing some of these programmes with the governmental 

development schemes to make it long lasting. Due publicity is to be 

given in media about the programme. 

9. A copy of the scheme proposed by the SSP including plan of action by 

the SHO will also be sent to director, PPA, Phillaur for research, record 

and training purposes. SSPs/SHOs are at liberty to consult PPA for any 

clarification or guideline while formulating the action plan or while 

implementing the scheme. 

10. Range DIG will supervise, guide and monitor the implementation of the 

scheme and will submit monthly progress report through the zonal IGP 

to the headquarters. The zonal IGs will also be responsible for 

monitoring the scheme in their respective ranges. They may devise 

suitable reporting system in their respective zones. The ADGP Crime 

will be the Chief Nodal Officer on behalf of the DGP to monitor the 

implementation of the scheme.  

11. In order to make the programme popular and successful, the sample of the literature 

prepared by PPA and supplied to every district and to the SHOs will have to be 

multiplied and distributed, for the purpose of educating the public. Other such 

pamphlets containing related information can be developed by the SSPs at their 

own initiative. While volunteers should be welcomed and encouraged to render 

help, at no point of time it is to be forced upon them. Only willing persons/public 

organisations should be encouraged to sponsor the developmental programmes. No 

collection of money on any account is to be resorted to. 

12. All efforts will be made by the District SSPs and the Range DIGs to get these 

schemes implemented under their personal supervision. The scheme is to be 

launched from September 1, 2000. The DGP will have quarterly review of the 

scheme preferably at PPA, Phillaur for monitoring of the success of the programme.  

 

Director General of Police, 



Punjab, Chandigarh. 

 

ANNEXURE I 

 

Guidelines for Implementation of Community Policing 

 

1. The scheme of community policing will be launched in two phases. 

Phase I 

2. In this phase, the emphasis will be on building a positive relationship with the 

people by involving them in activities which are beneficial for the society at large, 

though many a times they may not have any direct relevance for the police. Projects 

of various types are to be undertaken under the leadership of the local police. The 

following projects are to be undertaken in the first phase: 

 (a) Awareness programmes in Schools, Colleges, Clubs, Associations or any 

Other Group or Forum of Citizens. These awareness programmes will 

involve GOs and NGOs visiting the above mentioned institutions and 

conducting workshops on the following issues:- 

  (i) Traffic Rules and Regulations. The most common violations, hazards of 

disorganized traffic and pollution are to be told to the people. 

  (ii) Motor Vehicles Act and Other Traffic Regulations. The participants 

are to be made aware about the provisions of the Motor Vehicles Act, 

the judgements of the Punjab & Haryana High Court on Traffic, 

meaning and significance of various traffic signs etc. Also, participants 

can be told about the levels of permissible pollution and the mechanisms 

of reducing pollution. 

  (iii) Constitutional Rights and Duties. The public is to be made aware of 

their fundamental rights under the constitution and the methods of 

getting them enforced when they are being violated. Also, they should 

be told in detail about their duties under the constitution. This should 

also include awareness about Human Rights, rights of the arrested 

person, child rights and women rights.  

  (iv) Awareness About Social Legislations.  There is in general a lack of 

awareness regarding social legislations in the people and hence many 

violations of the law go unreported and unnoticed due to ignorance. The 

people in general can be made aware of the following laws: 

 (aa) Protection of Civil Rights Act, 1955. 

   (ab) The Scheduled Castes & Scheduled Tribes (Prevention of 

Atrocities) Act, 1989. 



 (ac) Dowry Prohibition Act, 1961. 

 (ad) Prevention of Corruption Act, 1988. 

 (ae) NDPS Act, 1985. 

 (af) Juvenile Justice Act, 1986. 

3. While talking about laws, rules and regulations, the 

people should always be made aware about the limitations of the police. Police 

cannot be omnipresent and is definitely not omnipotent, though it is expected to be 

both. Hence the gap between the powers and competence of the police vis-a-vis the 

expectations of the people should be brought out. 

 (b) Visit of Children and Groups from Youth Clubs and Organisations to 

Police Stations on any Normal Working Day. This exercise will help in 

removing the negativity and mystery that shrouds every police station. An 

average citizen is absolutely ignorant about what goes on inside a Police 

Station and is highly suspicious about the activities taking place within the 

four walls of a police station. Hence visits by children and other groups like 

youth clubs etc. will help in removing this shroud of mystery and open 

channels for developing a positive working relationship with the peoples. 

 (c) Adopting Certain Villages and Localities for Taking up Social, 

Community Development Projects. With the help of the civil authorities and 

other non-governmental organisations involved in such fields, certain 

community development and other social projects should be taken up by the 

police as a starting block to build a healthy/positive relationship with the 

people. These projects/activities will be as follows:- 

  (i) Health Education and cleanliness drive in co-operation with the local 

municipal authorities and the public health authorities.  

  (ii) Shramdaan too can be organised in different villages and urban 

localities. The shramdaan can be for some project of common utility to 

the locality, e.g. building of rooms of a school, building of drains, laying 

of roads etc.  

  (iii) Games and athletic competitions too can be organised by the police at 

different levels. Before organizing these games, training and coaching 

camps can be organised. Post- games talent spotting can also be done 

and the talented players can be got sponsored for further specialized 

training.  

  (iv) Cultural evenings and video film shows on issues of social relevance to 

be organised by the police.  

  (v) The police should organise career-counselling workshops with school 

and college children in which experts from  different fields can be 

called.  



4. In all the above activities the help of the voluntary organisations, clubs like Lions 

and Rotary Clubs, and associations like the Bar Associations, Transporter 

association, etc., should be taken to broad-base the campaign Each Districts should 

choose few of the above mentioned or similar activities during Phase-I. 

Phase II 

5. The second phase will consist of involving the community by seeking their co-

operation in solving the law and order problems of the people. 

6. Essential for successful implementation of the second phase is the formation of a 

small group of people who shall act as a bridge or interface between the police 

department and the community. This group shall be called the Companions of 

Police (COP). 

7. The COP should represent a group of people belonging to various socio-economic 

strata of the society within a given geographical area who come together with a 

common specific objective to improve relationship between the public and police 

and to foster peace and harmony in the society through co-operation and constant 

communication. 

8. The COP will have the following features.  

 (a) It will be formed at the zail/mohallah level.  

 (b) It should have approximately 10 members, however, the number can be 

modified according to the population of the area. 

 (c) It should have a very broad-based representation.  

 (d) There shall be regular meetings of the COP. The periodicity of the meetings 

shall be decided at the local level.  

9. The COP should include representatives of the following:- 

 (a) Principals or staff members of local schools, colleges etc.  

 (b) Representatives of students unions.  

 (c) Representative from Market/Trade association.  

 (d) Representative from association manufacturers.  

 (e) Accredited Media person. 

 (f) Local professionals like lawyers, doctors, CAs etc.  

 (g) Slum dwellers or people belonging to the economically weaker sections.  

 (h) Senior citizens, ex-servicemen or retired. govt. employees.  

 (i) Social organisations and clubs.  

 (j) Representative from the minority community.  

10. The following precautions should be taken while selecting the COP.  



 (a) People of bad reputation on previous convictions accusations should be kept 

out.  

 (b) People with strong political inclinations should be kept out.  

 (c) People who are holding high positions in govt. semi-govt. organisations 

should be kept out. 

 (d) The COP should be representative of all strata of society. 

11. Once the COP is formed, there should be regular monthly meetings in which ways 

and means of improving police-public cooperation should be discussed and the 

recommendations recorded and action taken accordingly. Different activities should 

be undertaken by the police in conjunction with the COP. Detailed project and 

implementation plans for the various projects to be under taken by the COP should 

be discussed and planed at the monthly meetings. The police should motivate the 

COP members and inject a sense of social service and pride in the members of the 

COP so that it becomes the self-perpetuating and self-enduring group and is able to 

organise the various activities without relying on the coercive powers of the police  

for providing the financial support. Complete transparency regarding funding of the 

projects of the community policing scheme should be maintained. 

12. The activities that are to be under taken by the police and COP in Phase-II are as 

follows:  

 (a) Crime Prevention  

  (i) Joint Area Patrolling in areas which are prone to property crimes.  

  (ii) Awareness Campaigns for crime prevention and detection, eg. personal 

safety tips, tips about house security, latest security devices etc. 

  (iii) Traffic Awareness and Assistance Programmes. In this context, 

traffic wardens are to be appointed in various localities and they should 

be actively involved in regulating traffic, suggesting improvements and 

raising public awareness.   

  (iv) Awareness campaign about the ill-effects of drug addiction and 

alcoholism should be launched and public co-operation elicited in 

curtailing bootlegging and illicit brewing.  

 (b) Victim Support System. There are no real provisions in law for 

providing support to the victims of crime. The COP can act as a 

victim support group to provide all necessary help to victims of 

crime. At present, the victim also becomes a responsibility of the 

police itself and in many cases the police has earned a bad name 

because of not being able to provide appropriate post-incident help 

to the victims though it had done a good job in solving the case.  

  (i) Drug De-addiction Camps can be organised with help of 

NGOs and voluntary organisations.  



  (ii) Human Rights Awareness Campaigns specially targeted 

towards the violations of rights of women and children can be 

organised.  

  (iii) Special Camps for enlightening women and children to 

safeguard themselves from crimes against them can be 

organised.  

  (iv) Anti-Prostitution Campaigns with the help of women's 

organisations should be organised in areas prone to this menace.  

  (v) Matrimonial Disputes Redressal Cell should be formed which can 

collectively solve such disputes. The COP members are to select such a 

group in each area.  

  (vi) Campaigns for the Rights of the Weaker and Depressed Sections 

should be launched by the COP with active participation from the police.  

  (vii) Environmental awareness campaigns should be launched and legal 

action against different polluters can be taken after creating public 

opinion against them with the help of the COP. 

  (viii) Helpline services can be started such as :- 

   * Child Helpline Service. This service will cater to the needs of 

children in distress. It should preferably be handled by a non-

governmental organisation in conjunction with the police. 

   * Parent Helpline Service. This service will act as a 24 hours advise 

service to parents who have problematic children. This should also 

be handled by non-governmental organisations. 

   * Animal Helpline Service. This service will provide a support to 

animals in distress.  

   *Matrimonial Disputes Counselling Helpline. This service will 

provide telephonic counseling to couples who are facing problems in their marriage. 

 

ANNEXURE II 

 

Neighbourhood Watch Scheme 

 

1. On the model of the scheme by the same name launched by the Delhi Police 

neighbourhood watch scheme should be launched in urban areas to specifically 

tackle the menace of property and other related crimes in urban colonies. 

 (a) In this scheme police only lends their expertise and helps to enable residents 

to organise themselves for the purpose of minimising crime and criminal/anti 

social activity in their locality. 



 (b) Every house holder is encouraged to join together in a small informal group 

for the purpose of improving the safety of their person and property and that 

of their neighbours. 

2. How does it work? (Some Cardinal Principles) 

 (a) The watch area should generally be of about 400-500 dwelling units/homes 

and not more. 

 (b) The area should have some natural or man made boundary which can be well 

defined like road-river-canals-Rail Lines etc. which are easily identified. 

 (c) It can then be divided into zones having about 100 homes. 

 (d) Then it should be divided into blocks which should have 8/10 homes or even 

more depending on the size of houses. 

3. How to Start Participation? 

 (a) Each house holder must take steps to improve his own house security 

arrangements like lock system glass/grills, escape route etc. 

 (b) Develop system of watch over other's house while sitting in your own house. 

Timings have to be worked out/ladies presence in homes can help. 

 (c) Exchange information about suspicious activity in your area periodically. 

 (d) Keep an eye on public facilities, public phone booths public parks, bus stand, 

vendors etc. 

 (e) Society/Mohalla level meetings to discuss matters of common interest 

including crime/criminals. 

 (f) Identification of properties belonging to neighbours. 

 (g) Publicity through plaques-posters-slogans. 

4. Structure 

 There shall be the following functionaries in this scheme 

 (a) Area Commander. He shall be the head of a neighbourhoob watch area. 

 (b) Zonal Coordinator. He shall be responsible for coordinating in the zone. 

 (c) Block Captain. He will be the head of the 

neighbourhood watch block. 

5. Duties and Responsibilities 

 (a) Area Commander :- 

  (i) Coordinates activities of zonal/block level coordinators and members 

participating in scheme. 

  (ii) Recruits and motivates residents into the programme. 

  (iii) Acts as liaison man with police officers and gives information. 

  (iv) Assigns special neighbourhood watch task to members.  



  (v) Supervises the zonal/block level programmes. 

 (b) Block Captain  

  (i) Organises meetings concerning neighbourhood watch. 

  (ii) Personally visits each home/shop in his block and encourages members 

to participate. 

  (iii) Acts as base station for any operations and identification programme. 

  (iv) Persuades/motivates people who are unwilling to participate.  

  (v) Acts as liaison with coordinator and police officers. 

6. Stepwise Action Plan 

 (a) Know Your Neighbours :- 

  (i) Share the composition of your household and their activities. 

  (ii) Discuss strength and weaknesses of your block in terms of safety and 

vulnerability. 

 (b) Ensure Your Own Home Security :- 

  (i) Lock doors and windows. 

  (ii) Don't leave key hidden near your house. 

  (iii) Don't provide easy opportunities to thieves. 

 (c) Home Security Check List :- 

  (i) Are all exterior doors (including the garage) strong enough to withstand 

force? 

  (ii) Are all strike plates and frames for each door strong enough to withstand 

force? 

  (iii) Does the basement door if any have extra protection? 

  (iv) Are garage doors secured (overhead and side door leading into garage)? 

  (v) Are trees and shrubs trimmed from your doors and windows? 

  (vi) Are all entrances (doors and windows) to your home lighted at night? 

  (vii) Are all openings to your home (skylights, crawl spaces, vents) 

protected? 

  (viii) Is your address posted on your house and clearly visible night and day? 

7. Security Tips 

 (a) For Day to Day :- 

  (i) Make certain all doors and windows are locked before leaving. 

  (ii) Do not leave keys hidden near exterior doors, under doormats or pots, 

inside the mailbox or other obvious places. 



  (iii) Never leave notes which can inform a burglar that your house is 

unoccupied. 

  (iv) Keep tools, ladders etc. in places in accessible to potential burglars. 

  (v) Lock the doors to your home when working in the yard or a secluded 

part of house. Keep your keys with you at all times. 

  (vi) Don't open your door to strangers. Ask for identification of people such 

as salesmen, repairman, solicitors, etc. 

  (vii) Be cautious about providing any information regarding yourself or your 

home over the phone to any stranger. 

  (viii) Avoid leaving valuables (coin collections. jewellery, large amounts 

cash) at home. 

  (ix) When moving to a new residence, hire areliable locksmith to re-key all 

doors. If possible, have the locksmith make one key to fit all locks. 

  (x) Keep emergency numbers near your phone for quick access. 

 (b) While on Vacation 

  (i) Inform your neighbours when you leave and when you plan to return so 

they are extra alert for suspicious persons. 

  (ii) Leave a key with a trusted neighbour so that your house may be 

periodically inspected. 

  (iii) Notify the post office to forward your mail or have a neighbour pick it 

up, do not discontinue newspaper deliveries, have a neighbour collect 

them for you. 

  (iv) Ask a neighbour to park in your drive way, occasionally place garbage 

in your garbage cane and dispose of any debris that accumulates on your 

property, if possible, have a neighbour mow your lawn when needed. 

  (v) Set the bell on your telephone on low so that it can not be heard from the 

street. 

  (vi) Use automatic timers to turn lights on at dusk and off at your bedtime. 

Veranda lights to be turned on and have a radio or TV on a timer if 

possible. 

  (vii) Never leave lights or the radio on constantly. Tune your radio to a talk 

show so that human voices are heard. 

  (viii) Don't publicize your vacation plans. Some burglars specialize in reading 

newspaper accounts of other people's vacation activities. 

  (ix) Keep your garage door closed and locked so that no one can see if your 

car is gone. 

  (x) If possible, tell a neighbour where you can be reached in an emergency. 



  (xi) If  you return and find a door or window has been forced or broken 

while you were absent, do not enter. The criminal may still be inside. 

  (xii) If you have an answering machine don't leave specific information about 

your absence (e.g. "I'II be gone until Sunday......."). Keep the message 

vague. 

 (c) Tips for Success 

  (i) Hold meetings regularly 

  (ii) Recruit members as much as possible 

  (iii) Involve everyone in the scheme 

  (iv) Block cleanup drives 

  (v) Security surveys of the area with the help of police 

  (vi) Publish your own block newsletter 

  (vii) Car pooling 

  (viii) Block Inventory 

  (ix) Emergency Planning 

  (x) Disaster Preparedness 

  (xi) Exercise or Walking Groups organised at Block 

  (xii) Support Groups from with in the community level  

  (xiii) Child Care Co-Operation among residents 

 

INSPECTOR GENERAL'S STANDING ORDER NO. 37 

 

Chapter XXIII Prevention of Offences 

 

Measures for Improving the System of Surveillance of Bad Characters Through 

Village Headmen 

 

 P.R.23.6(1) lays down that when the name of any person has been entered in the 

surveillance register, the Headman of his village shall be informed confidentially in Form 

23.6(1) of the fact. Surveillance is incomplete unless the Headmen and the Watchmen of 

the villages in which the relatives and associstes of the bad characters live, are also sent 

notices, but this is not provided in the Police Rules. Therefore, in a case where a Station 

House Officer has reasons to believe that a bad character is visiting particular relatives 

residing in other Police Stations, information should be sent to the Station House Officers 

concerned with a request that they should issue formal notices to the Lambardar 

conccrned to report all visits paid by the bad character to such relatives promptly. 

 

    Sd/- 



    (A. Kumar) 

Dated: Inspector General of Police, Punjab. 

 

INSPECTOR GENERAL’S STANDING ORDER NO. 52 

 

Information Sheets 

 

Information 

1. (a) Information Sheets are extremely useful documents for disseminating 

information for prevention and detection of offences. Together with Bad 

Character Rolls,  HO notices, notices of proclamation and notices of 

surveillance and History Sheets, are in fact, the most basic criminal records of 

the Police. Such criminal records have been used most successfully in tracing 

crimes and detecting property criminals (Thiefs, burglars, robbars etc.) by 

modern police forces in India and abroad for the last half a century, especially 

in modern, urbanised and industrialized societies where means of 

communication are fast and criminals operate at long-range or on inter-

District or inter-State level. 

 (b) My perusal of Police Station Inspection Reports has shown that the 

Information Sheets are only used for the completion of records at the time of 

formal inspections of Gazetted Officers. The Rule is complied with to a 

limited extent because it is a Rule and not that the purpose is understood. 

Most of the officers are quite ignorant of the usefulness of these records in 

detecting crimes in a modern society. It is of utmost importance that G. Os 

and N.G.Os and Detective Staffs work in a professional manner to trace 

crimes. 

 

Purpose 

2. The purpose of this order is to explain and regulate the use of Information Sheets 

and complete the unfinished work relevant thereto. 

 

Procedure 

3. (a) Principles and Use of Information Sheets 

  (i) Para 23-17 of the Punjab Police Rules deals with the issue and use of 

Information Sheets for the double purpose of obtaining and 

communicating information about residents of other Police Stations 

jurisdictions, who are known or believed to have visited a Police Station 

Jurisdiction with criminal intent. This para also mentions details which 

such Information Sheets should contain in the form of original, 

continuation and final Information Sheets. This para must be mastered 



by all Supervisor, Officers and Detective/Investigating Officers. 

S.H.Os and M.H. Cs. 

  (ii) The Information Sheets are a good indication of the criminals 

operating in a Police Station and of the gangs formed, if any. 

They also give indication of the suitability and value of action 

under section 109 Cr. P. C. When most of the Information 

Sheets refer to cases, it shows that patrol work is not 

sufficiently intelligently carried out, if suspicions are received 

against a large number of persons of the home Police Station, 

it will show their activity outside their home Police Station. If 

the Information Sheets received were on account of the B.C. 

No. X of the home ilaqa, it should be seen if his absence was 

reported from his village, if not, detailed equiries should be 

made regarding the default for suitable corrective action. 

  (iii) The increased interchange of B.C. Rolls and Information 

Sheets shows that the SHO and Detective Officers are trying to 

work on systematic lines. Given normal intelligence and any 

aptitude at all for detection, there is no reason why the SHO 

and his Detective Officers should not make the Police Station 

a model for the district. The large number of Information 

Sheets issued shows more successful investigation work. 

  (iv)  The Information Sheets should be issued during investigations 

on slight suspicions and not after confirmed suspicions, for 

time is of essence in getting information on a suspect. 

  (v) The Information Sheets should be issued not only where the 

persons concerned in criminal cases are from outside 

jurisdiction but also where any person either with previous 

conviction or suspicion against him, resident in the Police 

Station, absents because such persons should not be allowed to 

leave their villages without any questions being asked even if 

they do not have any History Sheet. Information Sheets should 

be sent to the other Police Stations about them to locate them and 

communicate the criminal intellience records to the Police Station in 

whose jurisdiction he has taken fresh residence. 

  (vi) Information Sheets should be made use of by Investigating Officers and 

should not be merely used for completing the village note books. When 

it is confirmed that suspect really is of bad character both Police Stations 

should combine to file out what he was doing away from home and what 

associations have been formed. Full lists of the bad characters of the two 



villages should be exchanged and recorded in the relevant parts of 

village note books including part 9.4 and the History-Sheets. 

 

 (b) Issue of Information Sheets 

  (i) Information Sheets must be written by the Investigating Officers 

themselves, who must give, after careful interrogation of the accused on 

all relevant points, sufficiently detailed but concise facts of the situation 

in which the person is suspected of concerned in the crime, the names of 

associates or co-suspects. Mode of travel to the place of Crime and after 

the crime, harbourers, helpers etc. grounds of suspicion, witnesses in 

support of suspicion, modus operandi, value and class of property 

involved. The local contacts of the BCs and with whom they stayed in 

the jurisdiction before and after the commission of crimes should be 

mentioned. The issuing officer should also know that it is almost useless 

to tell the home SHO that you have suspected one of his constituents 

unless you tell him who else was in the gang and who their friends are, 

how long he had been in your illaqa, what friends he made, where he 

came from and where he was going. But if you tell the home SHO that, 

and if you get in reply a full statement of the man's friends and 

associates in his own home district, the two SHOs are some way on 

towards discovering whether a new gang has been formed or is in the 

course of formation. And they both know what other visitors they may 

expect. 

  (ii) The Detective Officers, plain colthes men, SHOs, Special Staff Officers, 

and other Investigating Officers as well as the Supervisory Officers must 

remember that it is not much use to the Police Station receiving an 

Information Sheet to say that the suspect confessed that he and others 

had committed the crime but that only one man could be challaned 

whilst the others were let go "for lack of evidence". Some more material 

is required to explain the complicity of the other suspects and what was 

the nature of evidence against them. In fact in all cases of acquittal or 

discharges, detailed reasons should be given for recording suspicions 

agairst criminals in the Hisotry-Sheets or village crime registers by all 

Investigating Officers. Complete and detailed information about the 

gangs thus detected should invariably be entered in Register No.9 part 

IV by the SHOs personally. 

  (iii) Information Sheet should be promptly issued on arrests and thus 

followed by convictions and final sheets as and when necessary. When a 

person belonging to the same district is arrested, Information Sheet 

should be sent by hand of a Special Constable, who brings back the 

reply to be of use to the Investigating Officer. 



  (iv) The information about such outside bad characters and operators as to 

name, associates, Modus Operandi, class of property attacked, name of 

person visited our local harbouror should be entered in Register No. 9.2 

(A) which was specially introduced in 1940 for this purpose but the 

usefulness has never been understood by Police Officers. Such persons 

have been established by local investigations to be bad characters or of 

bad behaviour and as such their rightful place is proper entries in 

Register No. 9.3(A). To be really manageable and criminally useful, 

entries should be made of those criminals who are concerned in offences 

under Chapter XII and XVII of IPC, professional kidnappers, persons 

addicted to property crimes and opium smugglers and offences in 

respect of which enhanced punishments and surveillance is required, 

besides those already stipulated in the relevant para pertinent to entries 

in 9.3 (A) in the existing Police Rules. 

  (v) Whenever any crime is committed either in city or beyond city or in any 

Police Station, the complicity of those outside should be first checked up 

to eliminate them. For this purpose, these long Range District and Inter-

District criminals should be subjected to relentless and close watch and 

duplicate History-Sheets of such outside criminals who have been 

concerned in committing crimes in the city or other home Police 

Stations, but resident of places outside the city or in other Districts, 

should be got from their residential Police Stations and kept uptodate 

about their visits to their local friend handover and abettors. History-

Sheets and their duplicates as well as Criminal Cards in C.R.O. for such 

outside operators must be prepared even if they have been arrested, 

suspected, of convicted but once in the categories of offences mentioned 

in para B(iv) above, either individually or as members of a gang so that 

these criminal records become useful in surveillance and detection of 

crimes. 

  (vi) Information Sheets issued should contain the dates of arrest, so that 

delay in issue could be detected and avoided. 

  (vii) The Investigating Officers must indicate in the case diary the date on 

which they had issued the Information Sheets and the reply received 

should also be incorporated in the case diaries. 

  (viii) MHCs should not write an Information Sheet as they can not possibly 

know the full details of the dates. 

  (ix) Information Sheets are issued in triplicate, one copy to the S.O. Incharge 

for the use of the CIA Detective Department Officers and  to Thana from 

where enquiries are being made; one of which will be filed there and one 

returned as has been stipulated in para (k) of my Standing Order No. 51. 



  (x) Detective and CIA staff should prepare Information Sheets in triplicate, 

send one copy to the CIA Dectective Headquarters and the other two 

copies to the Police Station in which the case is  registered by the 

quickest possible means so that the home Police Station gets to know its 

thieves and burglars and takes them on its appropriate recrods. 

  (xi) Information Sheets issued from any special staff or the Detective 

Officers/CIA should be entered in register No. 12 as if they had been 

issued from their own Police Stations. Further procedure in respect of 

Information Sheets issued by Detective Department Officers is given in 

X(K)  page 25 of my Standing Order No. 51 which should be followed. 

  (xii) The original Information Sheets should be filed in village bundles 

according to crime. 

 

 (c) Information Sheets Received 

  (i) Upon receipt of Information Sheets they should be entered in the Daily 

Diaries and then put up to the SHO and Detective Officers of the Thana 

for orders and entry in Register No. 12. 

  (ii) The Information Sheets in property cases as well as those given in para 

B(iv) above must be verified by the SHOs or the Investigating Assistants 

and Detective Staff Officers and not by the Detective Constables 

because only thorough action on such sheets can bring some useful 

results and the Investigating Officers get full knowledge of the fields of 

operations of their criminals. 

  (iii) In all cases of verification, the officers should go to the village of the 

suspect for ascertaining his antecedents and associates and reputation. It 

should be checked from the Police Station record if he is a previous 

convict or suspect or a surveille. The detailed reports should then be sent 

to the Police Stations which issued them.  

  (iv) Where the Information Sheet is verified by  the Detective Constables in 

class of crimes other than those given in para B (iv) and C (ii) above the 

reply may be drafted by the MHC from his 'THANA' record and from 

the reports of the Detective Constables, but the SHO must realise that he 

is responsible for the verification report before it is sent back to the 

issuing Police Station. 

  (v)  From the Information Sheets received, necessary entries should be made 

in various parts of the village crime registers 9-3, 9-4 (in special cases) 

as provided in the relevant Police Rules on that point, and 9-5 and other 

concerned registers. 



  (vi) Conviction slips should be got by reminding  the return writer or the 

Police Stations concerned from which the Information Sheets had 

originated. MHCs of the Police Stations should show proper initiative to 

get that.  

  (vii) It should also be found out if any local  criminals are operating in others' 

jurisdiction as that will give an indication of the quality of surveillance 

maintained over local B.Cs and where the B.Cs have formed some gangs 

with and without other B.Cs. 

  (viii) If a History Sheet is kept, a note that an entry  has been made should be 

made in the verification report and also that the suspicion has been 

brought on to the village crime registers. References to paras in case 

diaries should be mentioned in all cases in which crimes are made in 

History Sheets, Information Sheets or village crime registers. 

  (ix) As soon as an Information Sheet received in the Police Station, the SHO 

should see minutely so that the valuable source of information it not lost. 

Sheets should not pass before he does it. Before a reply is sent, it should 

be seen that it incorporates all details those are necessary. It is not 

sufficient to search the record and to say that the man is a previous 

convict or a listed BC. It is even possible that the man may be innocent 

in the thana record. Enquiry on the spot will elicit a lot of material which 

may be useful to the Detective and Investigating Officers concerned. It 

should be noted whether the person reported on has any conncetion with 

the persons in the Police Station from where the Information Sheet has 

been received. 

  (x) When from an Information Sheet received,  it is disclosed that a local 

person has been a member of a gang of criminals in terms of offences 

given in para B, (iv) & C(ii), above operating in an outside jurisdiction, 

his History-Sheet should be immediately prepared in his home Police 

Station for active surveillance. His History-Sheet should be opened even 

if it happens to be first arrest, suspicion or conviction for him, for the 

mere fact of his operating as a member of a gang in an outside 

jurisdiction shows him to be an active criminal requiring surveillance of 

the local police. A duplicate of such History-Sheet shall be also prepared 

and sent to the City or adjoining Police Stations for the surveillance of 

the depredator in their jurisdiction. The History- Sheet can be down 

graded to personal file or bundle B when the person shows 

improvement. 

  (xi) The Information Sheet regarding the crrest  of an untraced BC from 

home jurisdiction must be followed up and the local Police Officers, 

including Dectective Officers, should go over to question the BC as to 



where he has been and what he has been doing during the period of 

absence or ask other Police Station by a prompt reply to do his 

interrogation and inform them about the results. 

 

 (d) Stranger Rolls & Arrest U/S 109 Cr.P.C. 

  (i) All ranks of Police especially Detective and  Beat and Patrol Constables 

should detect suspicious strangers. 

  (ii) Stranger Rolls should be issued for people,  who reside permanently or 

take up work in the vicinity and not for casual visitors. If strangers are 

caught under such suspicious circumstances as to warrant Stranger 

Rolls, they should be arrested and enquires instituted with the object of 

sending them u/s 109 Cr.P.C. and held until a reply is received, for, 

otherwise, by the time, a reply is received to the Information 

Sheet even if the man is of bad character, he would have 

disappeared and all the labour involved in the issue and 

verification of Stranger Rolls would be lost without giving any 

useful result. And he might commit a crime elsewhere in the 

meanwhile. 

  (iii) When it is found, on receipt of a reply to the  Stranger Roll 

that the subject of the roll is a suspicious character or a 

previous convict, this fact should be circularised amongst the 

Detective and Investigating Staff of the 'THANA' and also 

communicated to the neighbouring THANAS of the city to 

enable them to check up if any offence had been reported to 

have been committed on the date on which and the place at or 

near which the man had been found loitering and to pursue this 

line of action. 

  (iv) Information Sheets should be sent on arrests  u/s 109 Cr.P.C., 

challan, conviction and discharge; whether bound for security 

etc. or not. This information is copied out into History Sheets 

to aid in section 110 Cr.P.C. cases. The home Police Stations 

only know that they were convicted or acquitted and the other 

Police Station only knows that they were or were not previous 

convicts. But unfortunately neither SHO makes any real efforts 

to discover why these men came to his Police Station. These 

men have been advance agents to large gangs or they may have 

come to form a gang. This aspect of such suspicious persons must be 

closely enquired into and relevant entries made in Register No. 9.3 (A) 

as provided in the relevant Police Rules. 

 



 (e) Executive Organisation of Criminal Recrods 

  (i) As these criminal recrods have been  neglected during the last few years 

or so, it is of utmost importance to bring them uptodate immediately for 

their use in prevention and detection of crimes, knowing our active 

criminals and organising requisite surveillance over them. It should be 

borne in mind that Information Sheets in village bundle are the un-

numbered personal files of criminals and we have to activate them to 

surveillance History-Sheets as required by facts of each of them. 

  (ii) From Information Sheets Issued. Beginning with 1st January, 1972, 

the entries in Register No. 12 regarding Informatins Sheets issued should 

be checked by the SHOs personally assisted by the Detective and 

Investigating Officers and Officers of the C.R.O. and recrods completed 

and History Sheets and their duplicate copies prepared as required in 

para B(iv) and (v) of this order by the 31st March, 1978 and a report 

submitted of it to the officer i/c of Detective & Investigation Department 

through the Supervisory Officer i/c of Police Station. Thus those 

dormant entries will become an active agency and assistance in detection 

of cimes within a month. 

  (iii) From Information Sheets Received. Beginning with Ist January, 1972, 

the relevant entries in register of Information Sheets received (Reg. No. 

12) should be checked and verifications and action taken and records 

completed and History-Sheets prepered, where needed, in terms of para 

C(ii), (iii) (v), (viii) (ix), (xi) and most importently in offences and terms 

mentioned in para C(K) which provides the thrust of executive police 

action in prevention and detection of crimes in the present, based on the 

use of the Criminal Information and records of these last few years 

concerning active criminals who should be in the knowledge of all S.H. 

Os and Dctective surevillance. This work should also be completed by 

31st March before the burglary season starts. 

  (iv)  From Village Crime Note Book. Register No. 9 Part V together with 

9.3 provides a further basis for surveillance and preparation of History-

Sheets. Both these parts should be scrutinized for the last 7 years and 

History-Sheets prepared where entries warrant it in the light of foregoing 

instrurctions on active criminals. 

  (v) Cards of Criminals in terms of paras (ii), (iii)  and (iv) above, if possible, 

with their photos and Finger prints should be prepared and maintained in 

C.R.O. for prompt use of the Special Staffs of the Detective and Central 

Investigating Department, for property criminals of long-range District 

and Inter-District operations, for surveillance and quicker reference and 

elimination in property cases committed in Cities/Towns. 



  (vi) By the total and cumulative section under the above paras (ii) and (iii) 

and (iv) and (v) and from the number of cases of property detected 

and the criminals arrested in these case in the last few years,  

mass of criminal information will be embodied into active 

History-Sheets for use of Police Officers immediately, both in 

the organisation of preventive surveillance and in the 

detections. 

 

 (f) Weekly Diaries to S.Os  

  (i) When the backlog is thus cleared and criminal records 

organized professionally and properly for executive police 

action, in future action will be taken on Information Sheets 

issued and received expeditiously as provided in this order and 

no arrears allowed to accumulate or information allowed to go 

into neglect. Efforts should be made to  have these sheets 

verified by deputing Special Officers so as to lose no time in 

interrogations in view of short remands in police custody. 

  (ii) In respect of Information Sheets issued to other Police Sations, 

the MHCs should submit a report each week alongwith the 

weekly diary to the S.O. incharge showing a list of 

Information Sheets pending over 10 days so that the S.O. could 

check them carefully and remove all delays. If a reply of an 

Information Sheet issued to a Police Station in the district is 

not received within a week, a special Constable must always 

be sent to fetch the reply. 

  (iii) If the Information Sheets are pending with another district and 

no reply is received from them within a fortnight, a special 

Constable should be sent to get the reply. 

  (iv) A similar time table sould be applied in despatch of replies of 

Information Sheets received and information of pending Information 

Sheets prepared in the weekly diaries to S.O., together with reasons for 

delay in disposal thereof. 

  (v) The S.Os should see the Information Sheets issued by the Investigating 

Officers as mentioned in case diaries before they are passed on to 

Detective Officers and Inspector i/c C.R.O. for the information. This 

must be rigidly enforced in their 'PESHI' work. 

 

 (g) Responsibility. The District S.Ps and the S.Ps or officers of the Detective 

Department and Supervisory Officers i/c of the Police Stations should ensure 

compliance of these orders in detail. 

 



 (h) Effective Date. This order is effective immediately. 

 

    Sd/- 

    (B.S. Danewalia) I.P.S., 

Inspector General of Police, Punjab. 

16.2.1978 'Bhatla' 

 

No. 1768-1788/TT dated Chandigarh the 17 February, 1997. 

Copies forwarded to: 

1. All District SSPs/S.Is and A.I.G/GRP, Punjab, Patiala, with spare copies for Police 

Stations, Police Lines, office, Detective Staff Hqrs, and Sub Divisions and all G. 

Os/Inspectors in the districts. 

2. All Range D.Is.G. 

3. DIG/PAP, Jullundur Cantt. 

4. DIG & Principal, P.T.C. Phillaur. 

5. DIG/CID with spare copies for his CID Units. 

6. Officer i/c P.R.T.C. Jahan Khelan and Ladda Kothi with 10 spare copies each for 

purposes of imparting instructions to Trainces. 

 

INSPECTOR GENERAL’S STANDING ORDER NO. 22 

 

Chapter XIV 

 

Instructions Regarding Proper Courtesies and Regards to be Shown to Member of 

Parliament and State Legislatures etc. 

 

1. The State Government has, from time to time, issued instructions on the subject                   

of observance of courtesies by their officers in their dealings with the 

Members            of Parliament and the State Legislatures. As these are 

spread over several letters, a gist thereof is enclosed for your guidance 

and that of your subordinate officers. 

2. In particular, all the officers/officials under our control may please be 

instructed to see that the M.Ps.,M.L.As and other public representatives 

are treated with unfailing courtesy. For the purpose of interview they 

should be given precedence over other visitors. 

3. It is also stressed that all officials and in particular District Officers 

should be careful to see that their treatment with M.Ps. etc. should not 

give them any legitimate ground for a grievance. Not only is any such 

grievance discreditable to the officer himself and to his services but it 

has repercussions on government as a whole. While members of the 



Parliament and Legislatures etc. will normally direct their energies towards 

propaganda in favour of their party’s policy, they are also frequently in a 

position to give valuable assistance to officials in the discharge of their 

duties and it is indeed incumbant upon them to lose no opportunity of 

doing so. Local Officers need have no hesitation in taking advantage of 

such help where they consider that they can properly avai1 themselves of 

it. 

 

    Sd/- 

    (A. Kumar) 

Dated: Inspector General of Police, Punjab. 

 

 

INSTRUCTIONS REGARDING COURTESIES AND  

REGARD TO BE SHOWN TO MEMBERS OF  

PARLIAMENT AND STATE LEGISLATURES 

 

Instructions 

1. Assignment of seats to the Legistators in accordance with the warrant of 

precedance at public or semi-public functions. The members of                  

Parliament have been assigned a high place in the Warrant of Precedence. In fact 

they come above Secretaries to the Govt. of India, officers of the rank of full 

General and practically every state officer and just below the judges of the High 

Courts. This should be carefully borne in mind and the seats assigned to the 

Members of Parliament on public or Semi Public functions should correspond to 

their place in the Warrant of Precedence. The warrant of precedence is silent, at 

present, with regard to members of the state Legislature. It is obvious, however, that 

their Status is high and they will probably rank as high as Senior Officers. 

Prominent seats should also be given to them on those occasions. 

2. Interview. The Legislators, in view of their position naturally look for a treatment 

different from that which is given to other members of the public. Govt. consider 

that it would be a good thing to encourage them to apply for interviews and 

get the time fixed before hand. When the time has been so obtained, the 

officers should see that there is no deviation from it and the gentleman 

concerned has not to wait before being seen. Occasionally, due to urgent 

work it may not be possible for an officer to keep the appointment. In 

that event as long as notice is possible in the circumstances, should be 

given and regret impressed for the inability to keep the appointment. It 

willl not always be possible for these gentlemen to see an officer by 

appointment, because they too may be compelled by urgent work to see 



him at a short notice. If they happen to seek an interview on a day fixed 

for interviews, on which many other persons may also be wanting to see 

an officer, evey effort should be made to receive the Members of the 

Legislature as soon as they arrive, on non-inteview days also, every 

effort should be made to grant them an interview. If they happen to 

arrive at a time when an officer is wholly unable to grant them an 

interview another time should be given to them which should be as early 

as possible. For purposes of interivew, Members of Parliament should be 

given preference over other visitors and in the very rare cases where an 

officer is unable to see a Member of Parliament at a time about which he has no 

previous notice, the position should be politely explained to him and another 

appointment fixed in consultation with him. Above all, every effort should be made 

to accommodate the Members of Legislature, when they seek interviews. 

3. Mode of reception and seating arrangements. It is necessary that there 

should be proper seating arrangements for the Members of Parliament 

and the State Legislatures. When they call, in case they have to wait the 

seating arrangement should conform to their tastes. In fact, it should be 

worthwhile for an officer to consider whether it would be advisable to 

receive them formally in the drawing room. That however, is a matter on 

which Govt. would not like to lay down rigid instructions. The real 

intent is that they should be properly seated and suitabley received. This 

may be ensured by careful instructions to the staff. 

4. Equal treatment for all Legislators and representatives of the Public. 

Officers should treat the MLAs and all representatives of the public 

equally with unfailing courtesy. The Government heirarchy in all 

departments has nothing  whatsoever to do with any differences of 

political opinion amongst members of the Legislature or public. Even on 

occasions where there are serious disputes between members of the same 

party or different parties, officers must render natural and courteous 

service. There should also be the strictest equality of treatment between 

Harijan and Non-Harijan Members of the Legislature and that 

Legislature may not be given any legitimate cause for complaint on this 

account. 

5. Observance of proper courtesies and regard by officers in their 

dealings with Members of Parliament and the State Legislatures. Due 

courtesy and regard to the representatives of the people is desirable in 

the larger interests of the country.  They have important functions to 

perform and it should be the endeavour of every officer to help them to 

the extent possible in the discharge of their functions. In cases, however, 

when the officers are unable to accede to their request or suggstion the 



reasons for the officer’s inability to do so, should be courteously 

explained to them. 

6. Interference in day to day administration by Members of Political Parties. 

While in a democratic set up the right of full association of political 

opposition with administration must be recognised and indeed huntered, it is 

obviously neccssary that its actual incidence should be controlled by healthy 

convention. Govt. consider that one of the measures to remedy the prevailing 

unsatisfactory state of affairs would be to establish a convention that where 

responsible member of a political party makes a request (the member) should 

be welcome to discuss the matter with the officer, he should also be 

requested to handover to the officer, in writing at least a gist of the request 

for the suggestion made. The only exception to this should be cases which 

require urgent executive action such as arising from floods, riot etc. 

 

INSPECTOR GENERAL’S STANDING ORDER NO. 33 

  

Chaper XIX 

 

Identification of National Flag 

 

1. Experience shows that constables on traffic duty sometimes fail to identify the 

National Flag, and create awkward situations when the Ministers flying it are held 

up unnecessarily in traffic. A specimen of the flag should, therefore, be kept in the 

Lines School and all Constables passing through the School should be shown the 

same, so that they may be able to recognise it in future, when they see it. The 

recognition of the flag should form a normal part of the training of all constables 

and in particular care should be taken to show it to all men likely to be on traffic 

duty, before the visit of the Minister to a District. The description of the flag is 

given below : 

 A tricolour rectangular panels made up of three rectangular panels or sub-panels of 

equal width. The colour of the top panel shall be India Saffron (Kesri) and of the 

bottom panel India Green. The Middle panel shall be white bearing in the centre, 

the design of the Ashoka Chakra in navy blue colour.” 

2. The National Flag is not ordinarily to be flown on cars by Ministers, except on 

occasions of National importance or when they go out on tour and the use of the 

Flag is helpful in passing through crowded localities. The National Flag is only 

flown on a car when the Minister is himself in it. It, therefore, follows that 

whenever the flag is seen, priority should be given to the car in accordance with the 

existing instructions. Whenever the ground permits there should be a special and 

exclusive park for cars of Ministers as near as possible to the place of function. 

When this is not practicable it should be restricted for the use of as few really 

important persons as possible. 

 



    Sd/- 

    (A. Kumar) 
Dated: Inspector General of Police, Punjab. 

 

 

INSPECTOR GENERAL’S STANDING ORDER NO. 23 

 

Chapter XIV 

 

Instructions Regarding Handing Over Charge Immediately  

by Officers/Officials on Transfer 

 

 The Inspector General of Police notices that his earlier instructions ragarding the 

handing over of charge immediately by the Gazetted Officers, non-Gazetted Officers and 

members of the Police Clerical Service, on receiving orders of transfer, are not being 

observed strictly. They will in future, unless express instructions to the contrary have 

been given, be required to handover charge immediately without awaiting relief and 

proceed to their new appointment after taking such joining time as may be admissible. 

 

    Sd/- 

    (A. Kumar) 
Dated: Inspector General of Police, Punjab. 

 

 

INSPECTOR GENERAL’S STANDING ORDER NO. 48 

 

Chapter XXVII 

 

Evidence of Police Officer who is Transferred or   

Proceeds on Leave or on Training 

 

 Considerable inconvnience and much waste of time and money are at present 

occasioned by the fact that officers proceeding on transfer, training or on leave, are 

recalled on numerous separate occasions to their original district to give evidence in 

cases. This state of affairs could be avoided where arrangements are made for the 

evidence of officers about to proceed on transfer, training, or leave to be recorded in any 

pending cases with which they were concerned before their departure, and every effort 

should be made to enforce this arrangement. In cases where it cannot be enforced for any 

reason, collaboration between the prosecuting branch and the courts should make it 

possible to arrange for the evidence of such officers to be recorded on the same day or on 

successive days when they are summoned back to their old districts. Where, therefore, the 

first arrangement suggested in this order cannot be enforced, the second should be 

followed. 

 

    Sd/- 

    (A. Kumar) 



Dated: Inspector General of Police, Punjab. 

 

 

INSPECTOR GENERAL’S STANDING ORDER NO. 24 

 

Chapter XIV 

 

Suspension of Police Officers Charged with Criminal Offences 

 

1. Under Police Rule 16. 18 suspension in departmental cases is discretionary            

and there is a warning that unnecessary suspensions should be avoided. 

In judicial cases the discretion is vested in the Deputy Inspector General 

and the Assistant Inspector General Government Railway Police. 

Therefore where a Police Officer is charged with a criminal offence and 

the Superintendent of Police thinks that he should not be placed under 

suspension from the date he is sent for trial, the case should be referred 

to the Deputy Inspector General together with the special reasons why an 

order of suspension is deemed undersirable. 

2.  Deputy Inspectors General are requested to see that unnecessary suspensions are 

avoided both in departmental and also in judicial cases where hardship is likely to 

be caused by the inadequacy of the subsistence allowance where departmental 

procedings are prolonged though for no fault of the suspended Police Officers, the 

Deputy Inspector General should consider the re-instatement of the accused officer if he has 

reason to believe that hardship is being caused. 

3.  It is necessary to define the term “committed to prison” as mentioned in Police Rule 

16. 19. In this connection  attention is invited to section 3 of the Prisons Act IX of 

1894 in which a distinction is drawn between a “criminal prisoner” and a 

“convicted criminal prisoner”. The former means any prisoners duly committed to custody under 

the writ, warrant of any court of authority exercising criminal jurisdiction, where as the latter means 

any criminal prisoner under sentence of a court etc. It follows, therefore, that under-trial prisoners 

are prisoners with in the meaning of the Act and Police Officers under trial who are kept in custody 

are, there fore, “committed to prison” and must be suspended. A Police officer, who has been 

committed to prison when under trial and is subsequently released on bail may be 

reinstated for special reasons to be recorded in writing. 

4.   A Police Officer under suspension shall be given a subsistence allowance and the 

grant of subsistence allowance shall be governed under rule 7.2 of the Punjab Civil 

Services Rules, Vol. I, Part-I. 

    Sd/- 

    (A. Kumar) 

Dated: Inspector General of Police, Punjab. 

 

INSPECTOR GENERAL’S STANDING ORDER NO. 25 

 



Chapter XIV 

 

Arbitration by Police Officers 

 

 Police Rule 14. 34 provides that a Police Officer shall not act as an arbitrator for the 

settlement of a dispute without the sanction of his immediate superior officer and unless 

he is directed so to act by a court or Officer having authority to appoint an arbitrator; 

provided that he shall not act as arbitrator in any case which is likely to come before him 

in any shape by virtue of his executive office. The State Government, however, considers 

that their employees should not be allowed to undertake arbitration without previous 

permission. It is always possible that an arbitration award may be challenged and so an 

officer of government may be unnecessarily involved even though he may have arbitrated 

to some extent in his private capacity. Government desires, therefore, that in future 

permission should be taken in all such cases before the duties are under taken, when the 

question of fees could also be settled. 

    

    Sd/- 

    (A. Kumar) 

Dated:   Inspector General of Police, Punjab. 

 

INSPECTOR GENERAL’S STANDING ORDER NO. 36 

 

Chapter No.XXII 

 

Registration of Habitual Offenders 

 

1. The Punjab Government have enacted an act known as Punjab Habitual Offenders 

(Control and Reform) Act, 1952  (Act No.XII of 1952). It provides for the 

registration of Habitual Offenders in the State and for imposing certain restrictions 

on them. Every person who falls within the defnition of ‘Habitual Offenders’ as 

given in Section 2 of this Act is to be registered within a period of six months after 

the expiry of the sentence of imprisonment relating to his last conviction by making 

a reference to the District Magistrate. It is, therefore, essential that whenever any 

person is convicted in the offences mentioned in the Act, his previous record should 

be scrutinised to see if action under the H.O. Act can be taken. Once this 

opportunity is lost, it cannot be retrieved. In suitable cases, reference should also be 

made for imposing restrictions U/S 10 and 11 of the Act. 

2. The register of Habitual Offenders shall be kept with the Supdt. of Police of the 

District who may, from time to time, report to the D.M. such alterations as in his 

opinion ought to be made therein. Alterations made should also be intimated to the 

Station House Officers for keeping the Police Station Register No.XIII upto date. 

3. The Finger Prints, Photographs and Foot-Prints of the Habitual Offenders ordered 

to be registered under this Act, shall be prepared by the Superintendent of Police in 



triplicate in the form prescribed in the Rules framed under this Act. One copy of it 

will be sent to the Police Station concerned, the second to the Finger Print Bureau 

and the third will be kept at the District Police office alongwith the History-Sheet of 

the Habitual Offenders. 

4. The procedure for making entries in this register is very  simple. The D.M. is 

required to publish a notice in the prescribed manner calling upon the Habitual 

Offender to appear at a time and place specified therein before the  person 

appointed by him in this behalf and to give that person information as may be 

necessary to enable him to complete the register. Only a reasonable opportunity to 

show cause against the making of this entry is to be given to that person. 

5. The Rules framed under this Act further amplify how the record pertaining to such 

Habitual Offenders is to be prepared. It is essential that all District Superintendents 

of Police and their subordinate Police Officers should study carefully these Rules 

which cover all practical aspects of the working of this particular sort of preventive 

measures against the Habitual Offenders. 

6. The Criminal Investigating Agencies at district level are the back bone to check and 

work out crime against property. The Inspectors CIA staff should, therefore, study 

the provisions of this Act and the Rules framed there under. If timely intimation of 

such Habitual Offenders is passed on to Headquarters by the respective SHOs and 

C.I.A. staff, it will be easy to enter in the Habitual Offenders’ Register, such 

Habitual criminals and their movements can be easily surveilled. All records and 

duties connected with Habitual Offenders are to be entrusted to and carried out by 

the Central Investigating Agencies and the Supdt. of Police should personally 

supervise this work and should insist on the register to be put up to him periodically 

for additions and alterations. 

7. A History-Sheet of the Habitual Offender shall be prepared in duplicate, one copy 

will be kept at district Police office and the other at the Police station concerned. It 

shall be the duty of the SHO arresting a registered offender or suspecting a 

registered offender of a criminal offence to immediately communicate the synopsis 

of the action taken together with a brief summary of the facts of the case to the S.P. 

of the district in which the offender is known to be registered. On receipt of such 

information, it shall be recorded in the district register of registered Habitual 

Offenders and in the History-Sheet of the offender maintained at the district Police 

Office and at the Police Station concerned. The Officer-in-Charge CIA shall be 

responsible for ensuring that the information is promptly sent to the Police Station 

concerned so that the History-Sheet maintained at the Police Station is completed. 

8. It may also be pointed out that most of the crime against property remains untraced 

because of lack of initiative and intelligence in locating the Habitual Offenders and 

keeping a watch on their activities. There are adequate provisions in the Police 

Rules for entering the names of suspected Habitual Offenders in register No. X 

(Surveillance Register) and these should always be resorted so. 



 

    Sd/- 

    (A. Kumar) 

Dated: Inspector General of Police, Punjab. 

 

 

 

 

INSPECTOR GENERAL’S STANDING ORDER NO. 27 

 

Chapter No. XV 

 

Demand for Return of Students While Under Training 

of P.T.C. Phillaur 

 

1. The Principal, Police Training College receives from time to time requests from 

Superintendents of Police for the temporary return of student of the college to their 

District to face the departmental enquiries. In some cases such requests are 

accompanied with the suggestion that the students should be given leave for a 

particular period. 

2. There may, of course, be special reasons somtimes for the immediate return of a 

student in connection with a departmental enquiry, but in most cases departmental 

action could have and should have been taken before the student was sent to 

Phillaur, or could be postponed until his return. It is very unfair to break into the 

very limited period that a student spends at Phillaur and in any case it is most 

inequitable to penalise a man by granting him leave to face a charge of which he 

may be acquitted. 

3. Unless there are special reasons to the contrary, demands should not be made for 

the return of students to their districts during the College term. Officers against 

whom departmental enquiries are pending should not be sent for training to the 

Police Training College, Phillaur. 

 

    Sd/- 

    (A. Kumar) 
Dated: Inspector General of Police, Punjab. 

 

 

INSPECTOR GENERAL’S STANDING ORDER NO. 30 

 

Chapter XVII 

 

Movements of Armed Reserves 

 



1. P.R. 17.9 lays down that the Inspector General may despatch the whole or any part 

of the Armed Reserve of a district to any other district or place in the State. It is, 

therefore, essential that he should be in possession of upto date information 

regarding the distribution of Armed Reserves in the State. In future, therefore, the 

Range Deputy Inspector General of Police will immediately report to him by 

wireless all inter-district movements of Armed Reserves ordered by them and 

briefly state the reasons, for which immediately, effect has been given to the orders 

isued by the D.I.G. The S.P. of the despatching district will report to the Inspector 

General by wireless, the date and time of despatch and destination of each Armed 

Reserve moved. 

2. Similarly, as soon as an Armed Reserve is returned to its home district from the 

district to which deputed, whether under I.G.’s orders or by the orders of the Range 

DIG, the S.P. returning the Reserve will report direct to the Central Police Office by 

wireless the date and time of its departure. This direct intimation to the CPO will be 

in addition to the usual advice to the DIG concerned. 

3. The information about movement of P.A.P. contingents required to be sent to CPO 

in terms of paragraph 1 & 2 above should also be sent direct to the DIG/PAP, when 

the Armed Reserves, whose movements are being reported, is drawn from the 

P.A.P. In addition to the actual fact of movements, signals to the DIG/PAP should 

mention the name of the Officer Commanding the P.A.P. contingent. 

 

    Sd/- 

    (A. Kumar) 

Dated: Inspector General of Police, Punjab. 

 

 

INSPECTOR GENERAL’S STANDING ORDER NO. 31 

 

Chapter XVIII 

 

Escorts for Prisoners 

 

1. Cases have come to notice in which the transport of prisoners, accused 

of offences of a political/communal nature, have been accomapnied by 

unseemly demonstration. Such demonstration gives undesirable publicity 

to the agitation and also to prisoners guilty of breaches of the law and 

have to be avoided. 

2. Whenever feasible, prisoners accused of heinous crime or offences of a 

political/communal nature should be transported by road under proper 

guard preferably in a closed vehicle. Separate transport should as far as 

possible be provided for this purpose and the route by which they are to 



be taken should be                           kept secret. When, however, it 

becomes necessary to use the Railway, all                 efforts to preserve 

strict secrecy must be made and whenever possible their departures and 

arrivals should be so timed as to take place between sunset and sunrise. 

3. P.R. 18.38 (1) lays down inter-alia that prisoners shall as far as possible 

be kept apart from other passengers and no access to, or intercourse with 

them by any person other than a Magistrate or a Police officer superior 

in rank to the officer commanding the escort shall be allowed. This rule 

deals specially with prisoners carried by rail but applies equally to 

prisoners being escorted by road. 

4. While travelling by rail a separate compartment should always be 

reserved in a through running carriage and when long waits occur, 

prisoners should not be displayed on platform or kept in public waiting 

rooms. The railway Police should be given timely notice so that they can 

either arrange to have the through carriage shunted to a siding or to 

lodge the prisoners in a Railway Police Station. When a change of trains 

necessitates a delay of over an hour at any junction, all prisoners shall 

be taken by their escorts to the Railway Police or local District Police 

Station and kept there in the lock-up during the period of waiting. The 

Assistant Inspector General Government Railway Police, and all 

Superintendents of Police will issue orders to their Station House 

Officers to receive such prisoners and to give all necessary help to the 

escort. The officer detailed under paragraph 6 infra to explain rules to 

escorts, shall inform escort, where to take prisoners during halts at the 

various junctions on the journey.  

5. It reflects badly on discipline when escorts neglect their duty and in the 

case of violent criminals, political or security prisoners, etc., such 

negelect becomes dangerous. By allowing persons to have access to 

prisoners in any category, the Police are guilty of dereliction of duty 

that may have serious effects on internal security. There is an 

unfortunate tendency among some Police guards to show great leniency 

to certain classes of prisoners and to allow them facilities for meeting 

their friends and relations at railway stations. It is known that some 

escorts allow prisoners to have meals in restaurants while on their way 

from stations to jails and on some occasions prisoners are allowed to 

have their meals in bazars. This laxity leads to the conclusion that the 

lower ranks of the Police escorting prisoners are more influenced by 

pecuniary considerations than by security mindedness and it is the duty 

of the senior officers to see that the lower ranks become more security 

minded. 



6. In future, Police Rules laying down the duties of escorts will be 

carefully explained to all escorts before they proceed on duty and 

gazetted officers will select all escorts over special classes of prisoners 

themselves from among men on whom they can rely to observe orders 

strictly. The Police Officers in charge of these escorts over prisoners 

should not allow newspapers to be given to such prisoners and nor 

should they permit interviews to private individuals and unauthorised 

persons. Strict orders on this subject should be issued to Lines Officers 

concerned who must be made responsible for warning escorting officers 

accordingly. 

7. Escorts are strictly prohibited from accepting gifts of any kind including 

food from any class of prisoners or a prisoner’s friend, relative or 

sympathiser. 

8. Section 441 of the ‘Manual for the Superintendence and Management of 

Jails’ says that no prisoners shall except on transfer from another jail be 

admitted into any jail after the hour of lock up for the night or before 

sunrise on any day. This implies that prisoners on transfer may be 

admitted at any time of the day and night and escorts over prisoners on 

transfer from one jail to another will proceed immediately, on arrival at 

their destination station to the jail and have the prisoners admitted. 

Escorts over prisoners other than those transferred from one jail to 

another will on arrival at the station of destination during the night, 

when prisoners cannot be produced before the officer before whom they 

are to be produced, confine them in the Railway Police or local District 

Police Station Lock-up until they can be produced before the officer 

concerned. 

9. There must be very close liaison between Superintendents of Police, 

District Magistrate, Superintendents of Jails and the Railway Police in 

all matters connected with the transport of prisioners. 

 

    Sd/- 

    (A. Kumar) 

Dated: Inspector General of Police, Punjab. 

 

 

INSPECTOR GENERAL’S STANDING ORDER NO. 32 

 

Chapter XVIII 

 

Standing Guards 



 

1. Paragraph 2 of Police Rules 18.1 lays down that Police men shall not ordinarily be 

kept continuously on standing guard duty for a period exceeding three months 

without being relieved. This period is too long as against interests of efficiency. The 

dull routine at a standing guard leads to loss of interest and the duties are performed 

mechanically and unintelligently. Moreover there is great danger that the boredom 

of a continuous spell of duty at night may lead to a man falling asleep at his post. It 

is, therefore, ordered that no man shall be kept on standing guard duty even as a 

punishment, continuously for more than one month. The total period of standing 

guard duty may, however, for the persent remain at three months with an interval of 

10 to 15 days in between. 

2. At District Headquarters, which are small in size, magazine guards and other 

headquarters guards should normally be relieved every twenty four hours. On duties 

where special knowledge is required, the guard may be kept on duty for a week. 

3. In larger districts where the number of guards is too many and where the size of the 

guard is also large and the distance from Lines to the places to be guarded is long, 

head-quarter guards may be kept on duty for a month. 

4. For this purpose, it is for Deputy Inspector General to decide as to in which 

category the various districts in their Ranges fall. 

 

    Sd/- 

    (A. Kumar) 
Dated: Inspector General of Police, Punjab 

 

 

INSPECTOR GENERAL’S STANDING ORDER NO. 34 

 

Chapter XX 

 

Police Station Inspections 

 

1. Instructions for carrying out the inspections of Police Stations and compilation of 

inspection reports are contained in para 20.5 of the PPR. Inspection of a Police 

Station and a Police Post in a District shall be formally carried out by the 

Superintendent of Police. The Superintendent of Police should have a list made out 

of each quarter and should have a definite programme drawn up to have these 

inspections done before the end of the quarter. Informal inspections of  Police 

Stations and Police Posts shall be made as frequently as desirable having regard to 

the circumstances of each particular Police Station and Police Post. Instances are 

not lacking in which although inspections of Police Stations were carried out at the 

proper time, but inspection reports were not written there and then and were left to 

hang on for months together. This is most objectionable. PPR 20.5(1) enjoins that 

the inspection reports be sent to the Deputy Inspector General of Police along with 



the Weekly Diary for the Week. As a matter of fact, inspection reports should be 

written at the time of actually conducting the inspection. Reports of inspecting 

officers should be written with a view to conveying instructions and guidance to the 

officer whose work has been inspected. It is specially important that inspection 

reports on Police Stations and Notes in the Gazetted Officer’s Minute Book should 

be helpful and constructive. The results of an inspection should be:- 

 (a) That the inspecting officer should have come to a definite conclusions to the 

state of crime (Satisfactory or Unsatisfactory) and the chief causes of such 

crime. 

 (b) That the officer incharge of the Police Station should have received active 

assistance, facilities and suggestions from the inspecting officer towards the 

improvement of the state of crime. 

2. In order to achieve the above object, the following instructions are laid down for the 

guidance of the inspecting officers about the various heads of inspection proforma 

given in form 20.5 (1). The inspecting officer should check if points raised in the 

last report have been dealt with expeditiously and directions given therein have 

been complied with. 

 Responsibility should be fixed for non-compliance of any of the points. 

 

 State of Crime Generally and Working of Police 

3. Too much reliance should never be placed on statistics. Correct figures are not 

generally given for corresponding period of the previous year in the quarterly 

statements. Up-to-date correct figures should duly be given in such  statements and 

the inspecting officers must check and correct the previous statements carefully 

before they quote any figures from them. If there are any cases shown pending in 

the previous statement, an explanation should be given for them in the inspection 

report. 

4. More attention needs to be devoted to the investigation of cases against property. 

All such cases which remain untraced should be carefully examined during the 

inspections to see if satisfactory suspicions have been fixed for them and if such 

suspicions have been noted in relevant village Note Books or communicated to the 

Home Police Station of bad characters, if they happen to be outsiders. In all such 

cases the entries in the village note books should be initiated by the Gazetted 

Officers and they should give a certificate of having done this in their inspection 

reports. 

5. Comments should be given on the adequacy or inadequacy of punishments awarded 

in cases of various categories. It is also desirable to enquire whether in respect of 

cases cancelled, action U/S 182 IPC was taken and if not why? It is also to be seen 

whether investigations in the various cases were thorough and continuous and that 

the Investigating Officers spent sufficient time at the spot. 



6. While assessing the working of the Investigating Officers the following percentages 

should be worked out and taken into consideration : 

 (a) Percentage of cases sent up to admitted. 

 (b) Percentage of cases convicted to sent up. 

 (c) Percentage of cases convicted to admitted. 

7. It should be seen as to whether the investigating officers reached the spot without 

any delay and attended to the investigations entrusted to them promtly. 

8. Progress in the investigation of the cases should be ckecked to ensure that 

unnecessary delays were not caused in the investigation. In hurt cases, it should be 

seen whether such cases were actually put in court without any delay after the 

registration and that they were properly investigated, if not, why? In respect of 

compromises, it should be noted that the High Court had laid down that in Districts 

where crime of violence is common the interests of society demand that permission 

to compound should ordinarily be refused when serious injury has been caused. The 

opinion of the Police in all such cases is to be taken and forcefully given by the 

prosecutor/Station House Officers and state of violent crime prevalent in the illaqa 

brought to the Court’s notice. The inspecting officers would, therefore, check 

whether the SHO has been dealing properly with such cases. 

9. The Inspecting Officers should further check upon the following points and make a 

mention thereof in their inspection reports :- 

 (a) Whether FIRs were intelligently recorded by the senior officer present in the 

Police Station at the time when reports are made. 

 (b) Whether SHOs took their fair share in investigation? How many burglaries 

and how many cases of other types of crime were investigated. 

 (c) Whether investigations were held at the scene of the offence and not in the 

Thana and whether case Diaries were promtly written at the spot? 

 (d) Whether arrests, searches and remand were justified and suspects were not 

kept as ‘Shamil-Taftish’ for inadequate reasons? 

 (e) Whether any case failed through the resiling of prosecution witnesses from 

their statements? If so, action against the defaulting investigating officer 

should be indicated. 

 (f) Whether attempts were made to apply the M.O.System and to make use of 

indirect circumstances/evidence such as blood stains, seminal stains, soils etc., 

and whether steps were taken to obtain expert technical assistance in cases? 

 (g) Whether photography was used as laid down to investigate. 

 (h) Whether careful search was made for finger prints, foot-prints and if so, 

whether proper steps were taken to use them in evidence? If proper use of 

‘Investigation Dogs’ was made when dogs were made available? 



 (i) Whether Village Crime Note Books and History Sheets were used as aids to 

investigations of property cases? 

 (j) Whether ‘Pairvi’ of cases especially u/s 107 Cr. P.C. and other preventive 

sections was properly done by the SHOs and other investigating officers in the 

courts? 

 

Preventive Measures Under Security Sections and Habitual Offenders Act 

10. The inspecting officers would check up whether action U/S 106 Cr. P.C. has been 

taken wherever is was possible to do so. As regards action U/S 107 Cr. P.C., it 

should be ascertained as to whether really genuine cases were dealt with by the 

Police under this section and that persons were not sent in the wholesale manner. 

The number of convictions achieved in these cases is one of the tasks in this 

respect. It should be checked if interim securities in heavy amounts had been taken 

in all cases, if not, why? The amounts of securtities and the period of securities 

should also be checked. It should be seen if the names and relationship of sureties 

are recorded in Register No. VI. So far as action u/s 109 Cr. P.C. is concerned, it 

should be examined whether such an action was sufficient of otherwise. To form a 

correct idea of its adequacy, it should be compared with the incidence of crime 

against property in the Police station under inspection. While commenting upon the 

action U/S 110 Cr. P.C. by the Police, inspecting officers generally record sweeping 

remarks saying that no action was or insufficient action was taken. This is not 

sufficient. The inspecting officers should personally check up the History Sheets of 

BCs and see as to whether sufficient material exists therein for taking such an 

action against a particular BC and then guide the SHO accordingly and direct him 

to take action in those particular cases. 

 Action under the Habitual Offenders Act is generally ignored, although it is very 

effective weapon in the hands of the police to check the nefarious activities of the 

B.Cs. 

 Attention of the SHOs should invariably be drawn by the inspecting officers to the 

provisions of this important law. 

  

 Surveillance of Bad Characters 

11. Entries made in the Surveillance Charts attached to the  History -Sheets are very 

much misleading and the figures of patrolling are often superficial. The inspecting 

officers should see as to what were the actual results of the surveillance and what 

action was taken by the SHOs in the cases of B.Cs found absent from their 

residences. Gazetted Officers must state that if the Police and the Village officials 

have been performing their duties in regard to the surveillance of the BCs. It should 

also be noted whether approptiate action has been taken against defaulting Village 

officials or not. 



12. The number of untraced B.Cs should be checked with reference to village tour notes 

and it should also be seen whether satisfactory efforts were made by the SHOs for 

tracing out the absent B.Cs. It should be ensured that B.C. Rolls have been issued in 

detail in cases of all the absent B.Cs. 

13. While checking patrolling charts, the inspecting officers should see whether the 

SHO has got a list of all suitable nakas and maps showing programme as to which 

nakas are held in each period of dark nights or in the alternative, is the programme 

of ‘Co-ordinate Nakabandi’ for the whole district sent by the CIA, kept sufficiently 

secret and endorsed properly. It should also be checked if Nakas selected by 

CIA/SHOs are appropriate. The inspecting officer should satisfy himself if dusk 

patrolling is done properly and effectively in the required places. 

  

History-Sheets 

14. Regarding History-Sheets it should be clearly understood that these should be there 

for all persons who have got against them either two convictions for offences 

against property or one such conviction and one suspicion or two suspicions. The 

Gazetted Officers must check up all Village Note Books with this object in view 

and give a certificate in the inspection reports that History-Sheets are in existence 

for all such persons. Those more active among them should be placed under 

surveillance. The inspecting officers should check that their names are entered in 

the Register No. X in three parts as described in para 23.5 of the Police Rules. The 

Gazetted Officers must also certify that notices in form 23.6 have been served on 

village officials in cases of all number X bad characters. The History-Sheets should 

also be checked to see if they are complete in terms of para 23.8 of the Police Rules. 

It is often stated in the inspection reports that there were incomplete lists of 

relations and property etc., with the History-Sheets. The Gazetted Officers must 

ensure that all such defects are removed in the course of their inspections. The 

History-Sheets and Personal Files should also be checked with two parts of Register 

No. XI to see that there has been no unauthorised destruction or loss of these 

documents. The Gazetted Officers must also check that the approximate date of 

birth of the B.C, but not his age is recorded. Further avoiding entries of stereo typed 

notes in the History-Sheets, places of visits should be recorded in the History-

Sheets, which may be of some use. SHO should be told that notes concerning the 

activities of B.C., his associations and places he visits should be recorded in the 

History-Sheets which may be of some use. 

  

 Bad Characters Rolls and Information Sheets 

15. The checking of  BC. Rolls should aslo be thorough. It should be checked if there 

were delays in reporting the absence of BCs and if proper entries have been made in 

the History-Sheets with regard to contacts established by them during these 

absences. Entries about the visits of outside BCs should be made in part III (A) of 



Register No. IX of the Villages visited by them. The treatment of Information 

Sheets both on the sides of issue and receipt is found most haphazard. The Gazetted 

Officers should study para 23.17 of the Police Rules and certify in their Inspection 

Reports after carrying out a careful check, that Information Sheets have been issued 

in all cases required by that para of the Police Rules. Omissions if any should be 

rectified during the course of inspections. It should also be stated as to how many 

Information Sheets on each side related to arrest and convictions U/S 109 Cr. P.C., 

how many contained information of suspicion, arrest and conviction in cases 

against property, how many for strangers and how many were on the miscellaneous 

side. The serial numbers of those about which action has not been completed should 

be given in the Inspection Reports, so that the progress of the action on them can be 

checked again at the time of the next inspection. The Gazetted Officers should 

address the Superintendent of Police of those districts where such infromation 

sheets are held up or get explanations of their own SHOs as the case may be. 

Regarding those on the receipt side, the Gazetted Officers must check each one of 

them personally, initial Register No. XII. As against each entry in token of having 

done so and see that enquiries are made in the conviction register or in the Village 

Note Book about them as prescribed in the Police Rules. Any omission in this 

respect should also be pointed out in the inspection reports and got corrected during 

inspection. This is not enough merely to quote the number of information sheets 

issued and received in the inspection reports and they must all be checked as 

indicated above. 

  

 P. Os and Absconders 

16. Register No. IV should be carefully checked up to find out if there was any delay in 

completing action U/S 87/88 Cr. P. C. against the P. Os. Any such delay that comes 

to notice should be pointed out in the inspection reports. As regards those belonging 

to Home Police Stations, it should be seen if History-Sheets have been opened for 

them, if their names have been included in the statements required to be hung up in 

the Thana according to para 23.25 of the Police Rules and of their arrest. As regards 

those belonging to other Police Stations it should be seen if timely information has 

been sent to the Home Police Stations of such P.Os and if there is acknowledgment 

with the Local Police to this effect. The information to other Police Stations must be 

sent in the form of Information Sheets and not in ‘Ruqas’. Information of all types, 

copies of sheets received back at the Thana should be filed on the case files of cases 

against P.Os have not been successful in lodging the same. It should be checked if 

notices in Form 23.24 (2) have been served on the Village Officials and relations of 

the P.Os. 

17. During the course of their inspection the Gazetted Officers should pay their 

attention towards which efforts made for the arrest of Military Descrters. They must 

send for the village Officials and next-of-kin of these deserters and make enquiries 



about them and add their observations in the Inspection Reports. They should also 

add their notes against names in Register No. IV. 

  

 Village Crime Register 

18. The Gazetted Officers should see that Register No. IX is complete in all parts and 

that necessary entries have been made in the confidential part in proper detail. As 

laid down in P. R. 22.60 (7), the Gazetted Officers should attest each entry of 

conviction in part V of this register made since the last inspection, record the orders 

in column II regarding any action such as the opening of a History-Sheet, which he 

may require to be taken. The Inspecting Officer shall also assure himself that orders 

given at the time of previous inspection have been complied with and shall erase or 

transfer the names of convicts who are shown to have died or permanently changed 

their residence. 

 Office Books 

19. A very common defect observed in the office books of the Thanas is that it is very 

seldom, if ever, that the registers maintained in the Thana are properly paged. 

Unless it is so done, the integrity of records can be tampered with very easily. The 

Gazetted Officers should, therefore, see that all such registers in the Thanas are 

properly paged before the staff starts making entries in them. 

  

 Register No. II 

20. The periodical reports regarding list of pending papers and checking of Malkhana 

as required under para 22.49 of the Police Rules are generally neglected. The 

Gazetted Officers should check up these entries and assure themselves that the 

provisions of the above para of the Police Rules have been complied with 

meticulously. 

21. While discussing Register No. V, the Inspecting Officer should comment upon the 

service of summons, warrants and other court processes received during the period 

under inspection. In a large number of cases warrants and summons are returned 

unserved. The reasons thereof should be explored and the remedy therefor 

suggested. 

  

 Condition of Buildings 

22. The Police Buildings including the married quarters should also be inspected by the 

Gazetted Officers thoroughly and any defects found therein should be pointed out in 

the Inspection Note. It should also be indicated as to whether annual repairs have 

been carried out at the proper time or not. In fact a detailed note should be drawn up 

regarding the works required to be done in the Police Stations to enable the 

Superintendent of Police to take appropriate action in the matter. 

 



 Places of Worship on Police Premises 

23. Police Rules 3.3 (2) lays down that no place of worship or other building, not being 

a Govt. building, shall be erected by members of Police force or other persons in the 

Police Lines or other Police premises without the sanction of the State Govt. 

obtained through the Inspector General of Police. In order to check and regulate any 

unauthorised alterations or additions to places of worship on Police premises, the 

Gazetted Officers shall check the dimensions and descriptions on such buildings 

with the records maintained in the Headquarters Office and ensure that there has 

been no additions or alterations. A note that this has been done shall be entered in 

the relevant office records and also in para ‘Building’ of the inspection report. 

Should such checks indicate any unauthorised additions or  alterations, the Supdt. of 

Police will forthwith institute enquiries with a view to fixing responsibility. 

 

 Arms and Ammunition 

24. The Gazetted Officers should see that Register No. XVI is correctly maintained as 

prescribed in para 5.16 of the Police Rules. They should check it up at every 

inspection and give a certificate of having done so in the inspection report. The 

weapons and ammunition should be checked up by the Gazetted Officers 

themselves to see that the weapons are clean and properly oiled and that the 

ammunition is complete and of recent manufacture. The Gazetted Officers must see 

that arms recieve proper care and maintenance. Any case of careless maintenance 

should be dealt with very severely and a note added in the inspection report to that 

effect. It must also be understood that if the arms are not maintained properly, they 

become unreliable and cost lives to the Police. 

  

Clothing and Equipment 

25. The Gazetted Officers should hold regular kit inspection at the time of their 

inspections and note the shortages in the articles of uniform, if any, and to arrange 

for their being made good  without delay. A note regarding the articles of 

equipment requiring replacement or condemnation should be added in the 

inspection report so that proper action may be taken by the Gazetted Officers. 

  

 Other Govt. Property 

26. It should be checked with the entries in the Register No. XVI. If any shortage is 

found, responsibility should be fixed and departmental action initiated against the 

defaulter. 

  

 Drill and Discipline 



27. It is not sufficient merely to state the number of officers and other ranks who 

attended the parade. Detailed comments are required to be made regarding the 

efficiency on parade of NGOs and ORs and the general standard of Drill, etc. 

  

 Complaints 

28. The Inspecting Officers should comment on the disposal of complaints. To facilitate 

this inspection a new part of Register No. V may be started in which the details 

regarding the complaints should be entered. 

 

 Health and Welfare 

29. Under this heading the Health and Welfare of members of the Thana staff be 

discussed by the Inspecting Officers. 

 

 General 

30. The Inspecting Officers should submit separate reports dwelling upon the following 

points in respect of the SHO and other NGOs and send them to the District Supdt. 

of Police secretly : 

 (a) Standard of integrity. 

 (b) Investigating ability, preventive and detective ability. 

 (c) Relations with the public and general reputation. 

 (d) Control over the subordinates. 

 (e) Standard of ‘Pairvi’ of cases in Court. 

 Inspecting Officers should also send reports regarding Head Constables and 

Constables on Promotion Lists. 

31. Above are given some salient points about inspection, which should be observed by 

the Gazetted Officers. There are other and more important points which need 

attention in the working of Thana and their inspection. When the Gazetted Officers 

probe deep into the working of Thanas they will detect the weaknesses. They 

should do so and then deal with them. Sometimes the Gazetted Officers hurry 

through their inspections. No Police Station can be inspected in less than 3/4 days, 

provided a Gazetted Officer devotes 8 hours a day to this work during this period. 

Additional time should be devoted to the checking of BCs and Military Deserters 

and Licensees of fire-arms. 

32. The inspection reports should not be very bulky, but at the same time no essential 

details are to be left out. The effort in inspection reports should be to give a clear 

appreciation of crime situation in each Thana and balanced estimate of the working 

done by the staff there. There should be very clear instructions about what they 

have omitted to do. 

 



    Sd/- 

    (A. Kumar) 

Dated: Inspector General of Police, Punjab. 

 

STANDING ORDER NO. 2/84 

 

Inspection by Range D.Is.G : Instructions Therefor 

 

1. As per PPR 20.1 (Volum-II) each Deputy Inspector General is required to carry out 

formal and informal inspections in alternative years of each District in his 

jurisdiction. For the formal inspections, Form 20.1 should be taken as a guide. The 

informal inspections should comprise a stay of few days at the Headquarters of the 

district and should include an examination of the action taken on the orders passed 

in the last formal report, and of any matters of interest which have arisen since the 

last visit of the Dy. Inspr. Genl. Reports of both formal and informal inspections 

should be sent to the Inspector General of Police without dealy. 

2. It has been gathered from the reports of Range D.Is.G. that they carried out only 6 

formal inspections of Police Stations during the year 1983 and only one informal 

inspection during the year 1984. This is obviously grossly inadequate for proper 

supervision and control by DIsG over the districts in their charge and does not fulfil 

the requirements of the Police Rules. 

3. Since the Ranges are now much smaller than they used to be earlier, a DIG will 

now be expected to inspect all the district units under his charge at least once each 

year. Such inspection will include detailed inspections of all the important branches 

of the district Police office, Police Lines, a couple of sub-divisions and four or five 

important Police Stations. While inspecting the various units in their jurisdiction, 

the procedure as laid down in PPR 20.1 (Volume-II) should be strictly adhered to. 

Four copies each of all such inspection notes should be sent to IG/Headquarters, 

which will have the extracts taken out for action in CPO or other units and put up 

one copy to DGP for his persual and orders, if any. 

4. This standing Order will come into force immediately. 

 

    (K.S. Dhillon) 

    Director General of Police, Punjab. 

 

From 

  The Director General of Police,  

  Punjab, Chandigarh 

To   

 1. The Inspector General of Police, P.A.P., Jalandhar Cantt. 

 2. All Range Deputy Inspectors General of Police in Punjab. 



 3. The Principal, Police Training College, Phillaur. 

 4. The Deputy Inspector General of Police, Railway & Traffic, Punjab. 

 5. All Districts Senior Superintendents/Superintendents of Police in Punjab. 

 

Standing Order No. 1/87. 

 

Memorandum  

1. A copy of Standing Order No.1/87 containing guide lines and instructions for 

carrying out formal/informal inspections of District Headquarters/Police 

Lines/Police Stations by Range Deputy Inspectors General of Police and of Police 

Stations by District Superintendents of Police/Gazetted Officers is enclosed. 

2. Please acknowledge receipt. 

 

for Director General of Police. 

Punjab, Chandigarh 

No.3822-9010/TT-1, dt. Chandigarh the : 10.9.87 

 

DIRECTOR GENERAL OF POLICE, PUNJAB, CHANDIGARH STANDING 

ODER NO. 1/87 

 

Formal/Informal Inspections of District Hqrs/ Police Lines/Police Stations by Range 

DIsG and of Police Stations by District SPs/GOs 

 

1. Rule 20.1 of the Punjab Police Rules envisages that the Deputy Inspectors General 

of Police shall carry out formal and informal inspections in alternate year of each 

District in their jurisdiction. The inspections of Police Stations by Distrrict SPs and 

Gazetted Officers are regulated by Punjab Police Rules 20.5. However, of late, it 

has been observed that the inspections are not being carried out by the Range DIsG 

and District Superintendents of Police and other Gazetted Officers in accordance 

with the rules and instructions on the subject. It is realised that the extremist's 

activities with their resultant strains and stresses have kept the officers occupied, yet 

the importance of inspections need hardly be over emphasised, particularly, in the 

present context of the prevailing situation as inspections go a long way in 

streamlining the Police working, which will, inter-alia, help curbing extremist 

crime. The present Standing Order is, therefore, framed with a view to regulate 

inspections which may be carried out in part, intermittently as per administrative 

convenience of the officer concerned. 

 

 Formal Inpections by DIsG Range 



2. Keeping in view the occupations of the Range DIsG, owing to extensive touring for 

dealing with extremists' activities, various crimes and tackling situations with 

communal overtones, the range DIsG may carry out formal inspections in parts, 

staying at District Headguarters for a few days at a time, as suggested here under :- 

 PART-I 

 a) Inspections of Accounts. This will cover the following clauses of Part-I of 

form 20.1, namely, clause (1) Accounts and clause (3) Chanda Fund. 

 b) Inspections of Office Establishments. This will cover the following clauses 

of Para-I of form 20.1: 

  Clause (4) English office and registers. 

  Clause (5) Character Rolls, Standard and classes of recruits. 

  Clause (6) Departmental Punishments, Postings, Transfers and Leave. 

  Clause (7) Seniority and Promotion Lists. 

  Clause (8) Training of Probationary Officers. 

  Clause (12) Additional Police and their management. 

  Clause (14) Distribution of work among Gazetted Officers and Inspectors, 

control exercised by and touring done by those officers. 

  Clause (16) Confidential office of the Superintendent (a) Condition of 

records, (b) Possession of Cipher Code and Observation of 

rules, (c) Whether riot alarm and internal security schemes are 

correct and upto-date. 

  Clause (17) Miscellaneous remarks. 

 PART-II  Inspection of Crime. This will cover the following clauses of Para-I of 

form 20.1: 

  Clause (9) Crime and Police working, with a statement showing 

fluctuations in the total and main classes of crime in the past 

ten years. 

  Clause (10) Proclaimed Offenders and absconders. 

  Clause (11) Surveillance and Preventive measures. 

 

 PART-III  Inspections of Lines Including School, Hqrs. Guards/Police 

Hospital. This will cover the following clauses of Part-II of form 20.1: Separate 

reports on (a) Headquarter Lines, including School and Headquarter Guards, (b) 

Police Hospital, Clause 2 of Part-I of form 20.1 namely, condition and upkeep of 

clothing and equipment funds. 

 



 PART-IV  Inspection of one Urban and one Rural Police Station. Informal 

Inspection by DIsG Range. The informal review should, interalia, cover the 

following aspects of Police working in particular:- 

 a) Action taken on the last inspection/village tour conducted by officers. 

 b) Complaints of corruption/harrassment pending investigation/equiry. 

 c) Administrative matters including the welfare of  Police porsonnel. 

 d) Action taken against anti-social/extremist elements by the Police. This 

includes action taken against POs/Military Deserters and absent B.Cs. Review 

of general crime. 

 e) Operational readiness of the staff concerned should be tested. DIsG may like 

to test their readiness and watch the performance of men on duty by posing 

mock situation and problems. 

 f) The condition of weapons/ammunition etc. 

 g) The DIsG should also record his remarks in register No. 13 of the Police 

Station so that his observations remain permanent record in the Police Station. 

 Besides, the DIsG Range will also review the general law and order position with 

particular emphasis on extremist crime and suggest ways and means to carry out 

improvements for prevention and detection of crime, apprehension of Proclaimed 

Offenders, investigations of heinous crime, optimum utilization of force and 

enhancement of welfare activities. 

 

Formal Inspection by District SPs and Gazetted Officers 

3. As envisaged by Punjab Police Rule 20.5, every Police 

Station and Post in a District shall be thoroughly inspected by a Gazetted Officer 

twice in each year. Though it is true that of late, the officers remain occupied 

mainly with the control of extremist crime in their jurisdiction, we have sufficiently 

large posse of Gazetted officers in each district and all officers are not over-

burdened with work. The District SPs may, while drawing up the inspection 

schedules, keep this fact in mind so that the normal Police work is carried out 

without any hindrance and interruption. Again, for administrative convenience, the 

inspection's work of the Police Station may be carried out as suggested here under:- 

 

PART-I  This will cover the following clauses of form No. 20.5 (1):- 

 Clause (1) State of Crime Generally (with special reference of extremist crime) 

and working  of Police. 

 Clause (2) Preventive measures under Security Sections and Habitual Offenders 

Act. 



 Clause (3)  General headings: Known or Suspected Criminals: 

   a) Surveillance of Bad Characters and Bad Character Rolls. 

   b) History Sheets. 

   c) Bad Character Rolls and Infomation Sheets. 

   d) Proclaimed Offenders and absconders. 

 Clause (4) Village Crime Register. 

 Clause (5) Office Books. 

  

 PART-II  This will cover the following clauses of form No. 20.5(1):- 

 Clause (6) Condition of Buildings. 

 Clause (7) Arm & Ammunition. 

 Clause (8) Clothing. 

 Clause (9) Equipment. 

 Clause (10) Govt. Transport and NGOs Motor-Cycles. 

 Clause (11) Other Government Property. 

 Clause (12) Drill & Discipline. 

 Clause (13) Name of Officer-in-Charge with date of assuming charges. 

 Clause (15) General Remarks. 

 Instances are not lacking where inspection reports hang on for months together. 

Police Rule 20.5 (1) enjoins that the inspection reports be sent to the Deputy Inspector 

General of Police alongwith the weekly diary for the week. 

 Inspection reports should be written at the time of conducting the inspections and 

should be written with a view as the work is being inspected. It is important that the 

inspection reports on Police Stations and notes in the minute book (Register No.13) 

should be helpful and constructive. Two results of an inspection should be:- 

(a) That the Inspecting Officer should have come to a definite conclusion as to the state 

of crime (satisfactory or un-satisfactory) and the chief causes of such crime. 

(b) That the Officer Incharge of the Police Station should have received active 

assistance, facilities and suggestion from the Inspecting Officer towards the 

imporvement of the state of crime. 

 

Informal Inspection by District SPs & Gazetted Officers 

4. As envisaged in Punjab Police Rules 20.5(1) informal inspections of Police Station 

and Posts shall be made as frequently as the Superintendents of Police may consider 

necessary and desirable, having regard to the circumstances of each particular 

Police Station and Post. At such inspections, officers shall not spend more time than 



is necessary in examining registers, but shall try to make themselves acquainted 

with the personnel of the Police Station or Post as the case may be and shall enquire 

into and discuss matters concerning current crime, cases and procedure with the 

Officer-in-Charge. They shall assist such officer with advice, direction, 

encouragement or warning as may be required, and shall listen to and deal with any 

requests he or his subordinates may have to make. 

 

    

    Sd/- 

    (J.F. Ribeiro) I.P.S. 

    Director General of Police, 

    Punjab, Chandigarh. 

 

INSPECTOR GENERAL’S STANDING ORDER NO. 35 

 

Chapter XXI 

 

Duties of Traffic Police 

 

1. The enforcement of traffic laws, investigation of vehicles accidents and control  of 

traffic are the more importart aspects of the duties of the Traffic Police. The object 

of traffic control is to regulate the flow of traffic, assist pedestrians using the roads 

and generally to carry out such duties as are necessary to prevent danger to road 

users, to facilitate progress of transport and to enforce the provisions of law. In the 

execution of these basic tasks, a traffic policeman is required to be courteous but at 

the same time firm and must necessarily possess thorough knowledge of the 

provisions of the Motor Vehicles Act and Rules. 

2. The general traffic control on the highways is the responsibility of the Traffic 

Department under the AIG (Traffic) who will be assisted by a suitable qualified 

staff as sanctioned from time to time. His main functions shall be:- 

 (a) to enforce, the Motor Vehicles Act, 1939 (Act 4 to 1939) the State Motor 

Vehicles Rules and other regulations, and to see that the licenses are upto date 

and all vehicles have paid the taxes. 

 (b) to check traffic in general and motor traffic in particular on public roads and 

highways outside towns and cities, 

 (c) to report in form 21. 36 (b) the offences under the Motor Vehicles Act and 

Rules to the prosecuting agency of district concerned for the prosecution of 

offenders. 

 (d) to enquire into and give technical advice in serious cases of accidents and to 

render first aid to the injured if the patrol happens to be in the vicinity, 

 (e) to detect the illegal transport of prohibited articles, stolen vehicles, bicycles, 

motorcycles etc; 



 (f) to promote traffic safety in the public motorists and transporters and the road 

users through well-devised media of publicity and concerted efforts in 

exhibition ‘Safety First’ or other Campaigns; 

 (g) to give assistance in the instructions to Traffic Police of Smaller District; 

 (h) to report offences against Municipal and Zila Parishad bye-laws in connection 

with the overloading of horse drawn vehicles plying for hire etc; 

 (i) to maintain proper statistics and records; 

 (J) to organise and direct traffic surveys; 

 (k) to detect points of hazard in defective road engineering, street lighting, signs, 

signals, road markings, parking areas and in consultation with engineers 

develop solutions for them. 

 (l) to study relations between  the road users and the Police. 

3. Traffic control in towns and cities shall be the responsibility of the District Supdt. 

of Police, who will have a separate traffic branch of appropriate strength under him 

for such duties as supervision, foot and mechanised patrols, parking, point duty, 

accident investigation, arragements at places of public assembly and entertainment, 

and Police, meant on patrol duty shall deal with road accidents, dangerous driving 

etc. They are empowered to intervene under the Motor Vehicles Act and Rules as 

well as other enactments and rules in force. It is part of the duty of the officers 

present at Police Stations to take legal action in respect of traffic offences 

committed by traffic passing the Station House and all such offences which may 

come to their notice while travelling in their jurisdiction. The following instructions 

are issued for strict enforcement : 

 (a) No other Rank shall carry out independent checking of motor vehicles with in 

or without municipal limits except as required in the regulation of flow of 

traffic as enunciated above or for removing obstructions on roads. 

 (b) Except SHOs, no Non-Gazetted Officer of the District Police shall carry out 

checking on routes outside  Municipal Limits except when specially deputed 

by the Distt. Supdt of Police. 

 (c) Traffic Inspectors/Sub-Inspectors incharge of traffic branch shall assign 

members of their staff to traffic posts which present more serious traffic 

problems e.g. the volume of vehicles and pedestrian traffic and other traffic. 

 (d) The Deputy Supdt. of Police and Inspectors shall also carry out  traffic 

chcking in their respective jurisdictions. 

 (e) The Police Officers on duty at the bus stands shall intervene in the disputes 

between bus conductors and passengers arising out of a right for a seat in the 

bus. They shall ensure that the passengers do not indulge in using force for 

occupying a seat in the bus. They shall also see that no unnecessary hurdles 

are created by the conductors and drivers of the buses by refusing seats to 

bonafide passengers. 

 (f) The Police Officer present at the bus stand shall intervene when traffic 

violation is being committed by the crew of a bus or driver of other vehicles 

parked there. 



 (g) The District Supdt. of Police and his officers shall acquaint themselves 

thoroughly to the traffic conditions on roads in their area and take measures 

for improving traffic circulation and prevention of  accidents. 

 (h) Motor Vehicles detained or seized by the Police in connection with cases of 

accidents shall be produced before a magistrate after speedy investigation and 

he shall be requested to exercise the discretion vested in him by section 516-A 

of the Cr.P.C. to order that the vehicle be made over to the owner on 

‘Superdari’ 

 (i) On special occasion involving heavy traffic and congestion such as 

processions, VIP visits, Fairs, National Days, Parades, Sports events and other 

Public congregations, special schemes of traffic control must be prepared and 

practised well in advance of the event. AIG Traffic will depute extra patrols to 

check traffic on highways to and from fairs and on other suitable occasions. 

 

    Sd/- 

    (A. Kumar) 

Dated: Inspector General of Police, Punjab. 

 

From 

  Shri B.S. Danewalia, I.P.S., 

  Inspector General of Police, Punjab. 

To   

  All District Sr. Supdts./Supdts. of Police in Punjab. 

 

Traffic Checking by Police Officials 

 

Memorandum  

1. My Standing Order No. 35 and instructions issued vide this office letter No. 4066-

76/CR, dated 13.3.68 and vide letter No. 13996-14007/TT, dated 18.11.74 and vide 

letter No. 5806-17/TT, dated 8.4.76 prohibit the checking by the District Police 

Staff of the violations under the Motor Vehicles Act on the Highways. However, in 

a meeting between Transporters and the State Government officials with a view to 

eradicate corruption, the Transporters complained that, on any pretext, they have 

been checked, with a motive for corruption by Police officials both in the cities as 

well on the highways. The transporters said that the checking staff did nothing 

except checking the documents etc. or minor faults with the vehicle and that the 

objective of the Police was to extract money. 

2. The Secretary, Transport, Punjab, has brought some instances to my notice, which 

are being forwarded to the Range D.Is.G. for appropriate action against the 

defaulting Police Officers. 

3. However, when such grave allegations of a general nature are mode from the 

Transporters that would show that the District Police Staffs posted in the Traffic or 

otherwise have not cared to abide by the instructions in I.G.'s Standing Order No. 

35 or the above stated instructions issued on the subject and to that extent they lack 

proper discipline. Such actions adversely affect the reputation for integrity of Police 



without improving in any way the traffic conditions. You are, therefore, requested 

to again inform all Police Officials about the content of the instructions issued and 

enforce the same. You should make it your own responsibility well as of your G.Os 

and Station House Officers that they do not permit such un-authrorised checking of 

the vehicle which are the responsibility of the A.I.G., Traffic Department, the 

reputation for integrity of the force has to be improved, is necessary to enforce such 

orders with rigour and energy. You are requested to take such measures as would 

stop such un-authorised traffic checking, within or outside the Municipal limits, 

whose aim is extraction of money and corruption. 

 Within the Municipal limits, the District Police should regulate traffic with a view 

to expedite the flow of traffic and ensure the safety of Motor-cyclists and 

Pedestrians. Unfortunately this regulation of traffic is being neglected with the 

result that congestions and traffic blocks take place in thoroughfares of the cities 

and the Policemen either on traffic duty or on patrol duty do nothing to keep the 

traffic moving, enforce one way street regulations or parking regulations. You 

should, therefore, take special steps to improve the conditions of traffic regulations, 

especially at rush hours by deputing extra traffic police. 

 

    Sd/- 

    (B.S. Danewalia) I.P.S., 

    Inspector General of Police, Punjab  

No. 9936-38/TT-3 dated Chandigarh the 23.8.1977. 

 A copy is forwarded to all Range Dy. Inspectors General of Police in Punjab. They 

are requested to ensure by surprise check that the un-authorised checking does not occur 

again and the reputation the Police in this regard is improved. They should also see that 

traffic regulations within the cities is improved by appropriate and effective steps. 

 Inspector General of Police, Punjab. No. 9939/TT, 3 dated Chandigarh the 

23.8.1977. 

 A copy is forwarded for information to the Secretary to Govt. Punjab, Transport 

Department, Chandigarh with reference to his D.O. letter No. 4086-3T (i)-77/24290, 

dated 5/16-8-77. 

 Inspector General of Police, Punjab. No. 9940/TT-3, dated Chandigarh the 

23.8.1977.  

 A copy is forwarded to the Secretary to Govt. Punjab, Department, Chandigarh for 

information. This is with reference to the meeting held with the Transporters on 

22.8.1977. 

 Inspector General of Police, Punjab. No. 9941/TT-3, dated Chandigarh the 

23.8.1977. 

A copy is forwarded for information to the Asstt. Inspector General, Traffic, Punjab, 

Chandigarh. 

 

Inspector General of Police, Punjab 

No. 9924-35/TT-3, dated Chandigarh the 23.8.1997 



 

From 

  Shri Birbal Nath, I.P.S., 

  Director General-cum-Inspr. Genl. of Police,  

  Punjab, Chandigarh 

To   

  All District Senior Superintendents/ 

  Superintendents of Police in Punjab. 

 

Traffic Checking by Police Officials 

 

Memorandum  

1. Attention of all concerned is invited to the detailed instructions on the above subject 

issued through I.G.P's Standing Order No. 35 which clearly spells out the scope, 

manner and extent of enforcement of the traffic laws, besides further laying down 

that while the general traffic control on the highways is the responsibility of the 

Traffic Department under the A.I.G. (Traffic) the regulation of traffic and its control 

in towns and cities shall be the responsibility of the District Superintendents of 

Police. 

2. In order that there was no departure or deviation from the provisions/guide lines 

contained in the standing order and proper implementation thereof was ensured 

follow-up instructions on the subject had been issued/reiterated from time to time, 

vide this office letters No. 13996-14007/TT, dated 18.11.1974, No. 5806-17/TT, 

dated 8.4.1976, memo, No. 9924-35/TT, dated 23.8.1977 and Memo. No. 1843-

54/TT-3, dated 23.2.1978, where in special emphasis had been laid down that traffic 

checking in the respective spheres of duty should be done thoroughly with 

particular reference to detect major violations of traffic laws and necessity for those 

on duty to conduct themselves with absolute integrity, devotion and and sincerity of 

purpose so that the role of the Police is appreciated rather than being criticised by 

the public. 

3. In spite of clear cut instructions on the subject instances have recently come to my 

notice regarding traffic checkings having been done here and there more 

particularly outside the sphere of duty and even otherwise having been done with 

only corrupt motives. This not only brings discredit to the department but is counter 

productive in defeating the aims and objectives behind such checkings. This further 

invites criticism from the public that the aim is nothing but to harass the 

transporters and others to extort money from them. Even at the meeting of D.I.G's 

recently held by me, while touching all aspects of traffic checking, it was pointedly 

impressed upon by me that instructions on the subject should be followed in letter 

and spirit and that police men on duty should conduct themselves sincerely,  

honestly, politely and with the courtesy so as to achieve the desired aims and 

objectives behind such checkings and thereby enhance the image of the 

Department. 



4. Since desired results are not forthcoming. I take this opportunity to re-emphasize 

upon all concerned to ensure that instructions on the subject are followed 

meticulously and strict disciplinary action is taken against erring Police officials. 

Only those Policemen be deputed on the job who enjoy good reputation for honesty 

and integrity. 

 

    Sd/- 

    (Birbal Nath) I.P.S. 

Director General-cum-Inspr. Genl. of 

Police, Punjab, Chandigarh. 

 

No. 6858-61/TT-3 Dated the 8th October, 1980. 

 A copy is forwarded for information to :- 

1. All the D.Is.G. of Police in Ranges, 

2. A.I.G. of Police, Traffic, Punjab, Chandigarh. 

 

Director General-cum-Inspr. Genl. of 

Police, Punjab, Chandigarh. 

"Jerath" 7.10.80. 

No. 6846-57/TT-3 Dated Chandigarh the 8 October, 1980. 

 

OFFICE OF THE DIRECTOR GENERAL OF POLICE, PUNJAB  

 

CIRCULAR ORDER NO.1/1982. 

 

1. It has been reported that the Traffic Police in the cities checks trucks and other 

vehicles with regard to their documents. Checking of documents by Police in the 

cities is bound to create traffic jams where the flow of traffic is already very slow 

due to congestion, in addition to inviting unnecessary criticism regarding the 

credibility of the Police force. 

2. The Traffic Police in various cities is meant to regulate traffic and not to carry out 

checks of documents which should be made by the Traffic Enforcement Staff under 

Assistant Inspector General of Police/Traffic, when these vehicles ply on highway. 

3. It is, therefore, directed that the City Police shall not normally check any documents 

of trucks, taxis, tempos, motorcycles, scooters, tractors, etc. However, where any 

offence like an accident or not obeying traffic signals or any grave violation of 

Traffic Rules is committed, the City Police should challan the offenders. City Police 

must concentrate more on the regulation of traffic and education of people in road 

sense than applying their energy in prosecuting offenders. 

 This Circular supersedes Circular Order No.14/1981. 

 

    Sd/- 

    (Birbal Nath) I.P.S. 

Director General of Police, Punjab 



 

1. All the District Superintendents/Senior Superintendents of Police in Punjab, 

2. All the Range Deputy Inspectors-General of Police, in Punjab; 

3. The Asstt. Inspr. General of Police/Traffic, Punjab, Chandigarh. 

No. 88-104/TT-3 Dated the 5th, 6th January,1982. 

 

From 

  The Director General of Police, Punjab 

To   

  All District Senior Supdts./Supdts. Police in Punjab. 

  No. 11658-69/TT-3 Dated Chandigarh, the 1.10.1985 

 

Traffic Checking by Police Officials. 

 

Memorandum  

1. Detailed instructions on the subject mentioned above were issued through I.G.P.'s 

Standing Order No. 35 which clearly spells out the scope, manner and extent of 

enforcement of the traffic laws. It was further laid down that while the general 

traffic control on the highways is the responsibility of the Traffic Department under 

the A.I.G. (Traffic), the regulation of traffic and its control in towns and cities shall 

be the responsibility of the District Superintendent of Police. 

2. In order to ensure that there was no departure or deviation from the 

provisions/guide lines contained in the Standing Order and proper implementation 

thereof, follow-up instructions on the subject have repeatedly been reiterated from 

time to time. Inspite of clear cut instructions on the subject instances have recently 

been brought to the notice of H.E. the Governor of Punjab that unauthorised traffic 

checking was being carried out for ulterior motives. This not only brings discredit 

but also invites criticism from the public about the harassment to transporters and 

others in order to extort money. 

3. Since desired results are not forth coming, it is re-emphasized upon all concerned to 

ensure that instructions on the subject are followed meticulously and strict 

disciplinary action is taken against erring Police officials and only those policemen 

be deputed on duty who enjoy good reputation for honesty and integrity. 

 Please acknowledge receipt. 

 

Director General of Police, Punjab. 

No. 11670-73/TT-3, dt. Chandigarh the : 1.10.1985. 

 

 A copy is forwarded for information to :- 

1. All the Deputy Inspectors General of Police in Punjab. 

2. Assistant Inspector General of Police, Traffic, Punjab, Mohali. 

Director General of Police, Punjab. 

 

From 

  The Director General of Police, Punjab 



To   

  All District Senior Supdts./Supdts. Police in Punjab. 

 

Traffic Checking by Police Officials. 

 

Memorandum  

1. Your attention is invited to this office memo No. 11658-69/TT-3, dated 1.10.1985 

on the subject referred to above where in district Supdts. of Police had been 

requested to ensure strict compliance of detailed instructions regarding traffic 

checking by Police officials as envisaged in IGP's Standing Order No. 35 which 

delineates the manners and extent of enforcement of traffic laws. 

2. Complaints received in this office indicate that unauthorised traffic checkings are 

still being carried out for ulterior motives by some unscruplous Police officials. As 

such practices bring ignominy to the Police Department and result in harassment to 

the Public, while reiterating instrucetions issued vide IGP's Standing Order No. 35 

and this office memo No. 11658-69/TT-3, dated 1.10.1985, District Supdts. of 

Police are again requested to ensure strict compliance of instructions issued on the 

subject. 

3. Enforcement of Motor Vehicles Act and Rules made thereunder on the 

National/State Highways is the responsibility of the Traffic Enforcement Staff 

under the A.I.G. Traffic and, therefore, the District Police should not repeat not 

carry out such checkings. It may be re-emphasised that non-compliance of 

instructions will entail heavy punishments.  

4. Supervisory Officers during their tourings should check compliance of the above 

orders and report infringements there of to their respective district Supdts. of Police. 

 

Inspector General of Police, Hqrs.. 

for Director General of Police, Punjab, Chandigarh. 

Endst.No. 13413-16/TT-3, dated Chandigarh, the : 8.11.1985. 

 A copy is forwarded for information to :- 

1. All the D. Inspectors General of Police in Punjab. 

2. Assistant Inspector General of Police, Traffic, Punjab, Mohali. 

Inspector General of Police, Hqrs., 

for Director General of Police, Punjab, Chandgarh 

 

B.S. Dhaliwal,  IPS. 

  D.O. 492-503/TT-3 

  The Director General of Police, Punjab 

  Dated Chandigarh, the 10.1.1986. 

 

Traffic Checking by Police Officials 

 



1. Detailed instructions regarding traffic checking are contained in IG's Standing 

Order No. 35. They have been reiterated time and again and also recently through 

the two communications given in the margin. This was done with a view to bringing 

to your notice the mal-practices going on in your district and to impress upon you 

the need for giving your personal attention to this problem which is acquiring an 

alarming proportion. 

2. The number of complaints being received about unauthorised checking by 

unscrupulous Police Officers and men indicate that you have not heeded the 

instructions issued from this office. This state of affairs cannot be tolerated. I, 

therefore, want you, to put an end to this malady and advise you to make your 

Gazetted Officers accountable for such mal-practices indulged in by their 

subordinates and in their jurisdictions. You should also ensure that no traffic 

checking under the Motor Vehicles Act shall hence forth be carried out by any 

officer other than the illaqa GO and that too in the presence of a Magistrate. You 

should direct your GOs to conduct surprise raids both during the day and at night to 

detect such unauthorised checkings. The culprits should be dealt with severely and 

they should be awarded deterrent punishment. 

3. Asstt. Inspr. Genl. of Police/Traffic, has separately issued instructions to his staff 

that none of his officers will carry out traffic checking independent of a Magistrate. 

In case any violation of his orders comes to your notice, it may be reported 

immediately to him. Dy. Supdts. of Police in traffic have been directed by 

AIG/Traffic to report to you if any officer/official/of your district is found checking 

traffic unauthorisedly.  

4. I hope you will realise the importance of this work and give it the priority that it 

deserves. 

5.  Receipt of this letter may be acknowledged. 

 

Yours sincerely. 

(B.S. Dhaliwal) 

 No. 504-507/TT-3, dt. Chandigarh the:- 

 A copy is forwarded for information to:- 

1. All range D.Is.G. in the State. 

2. Asstt. Inspr. Genl. of Police Traffic, Punjab, for information and necessary action. 

 

Director General of Police, Punjab, Chandigarh 

 

From 

  The Inspector General of Police, 

  Traffic, Punjab, Chandigarh 

To   



  The Senior Superintendent of Police, 

  Patiala, Ludhiana, Jalandhar, Amritsar-City, Bathinda 

  and SAS Nagar. 

 

Copy to :  SP/ Traffic, Patiala, Ludhaina, Jalandhar, Amritsar-City Bathinda and SAS  

  Nagar. 

 

No. 4860-71/Traffic-S dated Chd., the 02.08.09 

 

SUBJECT : LAUNCHING OF TRAFFIC MARSHAL  

      SCHEME IN MAJOR CITIES 

  

Memo : 

 This is in continuation of communication No. 4529-38/Traffic-S dated 11/08/2009 

of this office on the subject  noted above. 

2. It has been decided that Traffic Marshal Scheme should become functional within 

this month. Accordingly, it may be launched from 28th of August, 2009. About 10 to 15 

traffic marshals with good clean background and have aptitude for this type of service be 

short listed in every district. These marshals are to be issued badges/plates, design of 

which is being finalized. 

 SSPs may send brief background of traffic marshals to this office by 25.08.2009 

positively. The background note should contain particulars about their age, educational 

background, profession and sphere of social service etc. alongwith their photograph. 

 SSPs are excepted to take personal initiative in this regard as this scheme is not  

only to be introduced on paper but has to be made functional for the effective 

management of traffic. 

 It may be clarified that no challan books are to be issued to the traffic marshals. 

They are to be associated with the traffic staff in their respective localities so as to 

superwise the working of traffic staff and also interact with public on need basis. Brief 

sensitization courses for the traffic marshals should be organized under the supervision of 

SSPs. It will be adrisable to say-minimum no. of photographs of these briefing sessions 

may be sent to the Hqrs. so as to cover this activity in the monthly news letter. 

 It is once again re-iterated that personal involvement of the SSPs would be essential 

in order to make the scheme functional with in the stipulated time. 

 

    Inspector General of Police,  

    Traffic, Punjab, Chandigarh. 



 

v`lo 

  ieMspYk tr jnrl puils, 

  trYiPk, pMjwb, cMfIg VH[ 

v`l 

  1. sInIAr puils k pqwn, 

   AMimRqsr-SihrI, luiDAwxw-SihrI, jlMDr, pitAwlw, 

   mohwlI[ 

  2. izlw trYiPk nofl APsr, 

   AMimRqsr-SihrI, luiDAwxw-SihrI, jlMDr, pitAwlw, 

   mohwlI[ 

 

nMbr : 4529-38/trYiPk-AYs imqI 11-8-2009 

ivSw :- trYiPk rYgUlySn iv`c kimaUintI puilisMg dy isDwqW ƒ lwgU krn sbMDI[ 

Xwd p``qr, 

 ipCly k u`J Arsy qoN k imaUintI puilisMg dy v`K-v`K isDwqW ƒ puils ivBwf iv`c pRXog iv`c 

ilAwaux dy auprwly hoey hn  qW jo pbilk Aqy puils iv`c jo dUrI hY auh G `t k IqI jw sk y[ donoN ie`k 

dUsry dIAW muSk lW smJ sk x Aqy ie`k dUsry ƒ auswrU sihXog dy sk x[ iesy kVI iv`c mwxXog 

fI.jI.pI. swihb, pMjwb ny trYiPk dy PIlf iv`c k u`J gweIflweInz id`qIAW hn[ 

 v`fy SihrW iv`c trYiPk mwrSl dI sk Im lwg U krn sbMDI - ies sk Im ADIn Sihr dy 

Al`g-Al`g puAwieMtw qy t rYiPk mwrSl jo ik ielwk y dy mohqbr, ie`zqdwr Aqy pRBwv r`Kx vwl y 

lok hox ƒ qwienwq k rn sbMDI sk Im bxweI jwvy[ Aijhy lok W dw pYnl bxw k y auhnW dI shUlq 

Aqy suivDw A nuswr aunW  ƒ trYiPk vwly puAwieMt qy qwi enwq k Iqw jwvy qW jo auh trYiPk puils dI 

rYg UlySn Aqy ienPorsmYN t g qIivDIAW dw nyVy qoN  AiD AYn k r sk x Aqy  auhnW  dI dyK ryK ivc 

trYiPk puils AwpxIAW ifaUtIAW inBwvy[ ij`Qy q`k ho sk y Aijhy mwrSl Awpxy ielwk y iv`c hI 

lg wey jwx qW aunW ƒ Awaux jwaux dI k oeI qk lIP nw hovy[ ieh isstm Bwrq dy k u`J v`fy SihrW 

iv`c pihlW qoN hI c` l irhw  hY[ ies sbMDI cMfIg V iv` c jo isstm c l irhw hY,  ausdI ie`k k wpI 

n`QI k IqI jWdI hY qW jo aus iv`coN Fu`k vyN puAwieMt lY k y sk Im iqAwr k IqI jw sk y[ hYfk uAwtr qy 



ies sk Im sbMDI qwlmylqw k pqwn puils/ trYiPk, pMjwb nwl k IqI jw sk dI hY jo ik ies skIm 

dy nOfl APsr hoxg y[ 

 Al`g-Al`g izilAW iv`c c`l rhy trYiPk AYjUk ySn dy AiBAwnW ƒ hor lwvyvMd bnwaux dI 

zrUrq hY[ ies sk Im ADIn  sk UlW Aqy k wljW  dy b`icAW  ƒ hr hPqy k u`J smy N leI trYiPk puAwieMt 

qy KVw k rk y trYiPk sMk yqW Aqy trYiPk XMqrW bwry jwx k wrI Aqy tryinMg id`qI jwvy qW jo  pbilk  

dy mn iv`c trYiPk XMqrW bwry jwxk wrI Aqy tryinMg id`qI jwvy qW jo pbilk dy mn iv`c trYiPk 

puils bwry jo SMk y hn auh dUr ho sk x Aqy auhnW ƒ t rYiPk inXmW dI pwlxw k rn leI auqSwihq 

k Iqw jw sk y[ 

 iehnW nuk iqAW qoN ielwvw hor vI auh swry nuk qy ijs ADIn pbilk Aqy trYiPk  puils iek̀ 

dUjy dy k rIb Aw sk x, ie`k dUjy ƒ cMg I qrHW smJ skx Aqy ie`k dUjy leI shwiek is`D ho skx 

AiKiqAwr k rny bxdy hn [ ies pRxwlI ƒ lwg U k rn leI puils k pqwn trY iPk /aup-puils 

k pqwn, trYiPk dI bRIiPMg AqI zrUrI hY Aqy aunHW dI inzI lg x qoN ibnw ieh sMBv nhIN hY[ 

 hr izlHy iv`c auh ivAk qI jo trYiPk mwrSl bxn dy ie`Cu`k hox Aqy AijhI ifaUtI inBwaux 

dy k wibl hox, auhnW dIAW ilstW iqAwr k r leIAw jwx[ trYiPk mwrSl ƒ trYiPk inXmW bwry 

jwxk wrI dyxI Aqy XMqrW Awid qoN jwxU k rvwaux dw k Mm vI k rnw zrUrI hY[ ies sbMDI vI ie`k 

v`KrI sk Im iqAwr k r leI jwvy[ 

 ies ivSy qy jykr k oeI suJwA jW EvjrvySn hn qW auh ies dPqr nwl iek̀ hPqy dy iv`c-

iv`c sWJIAW k IqIAW jwx[  

 

    ieMspYk tr jnrl puils, 
    trYiPk, pMjwb, cMfIg VH[ 
 

INSPECTOR GENERAL’S STANDING ORDER NO. 38 

 

Chapter No. XXIV 

 

Reporting of Clashes Between the Military and 

Civil Population 

 

 In accordance with serial No. 23 of the table appended to Police Rule 24.15, all 

cases of distrubances between the military and civil population are to be specially 

reported to the comissioner, Deputy Inspoctor General of Police, C.I.D., Punjab and the 

Station Commander in the case of cantonment area. Sometimes the reports of assaults, 

affrays and clashes between the soldiers and the public are received long after the 



incident takes place. Steps should be taken to ensure that such reports are submitted 

without any delay. 

 

    Sd/- 

    (A. Kumar) 

Dated: Inspector General of Police, Punjab. 

 

INSPECTOR GENERAL’S STANDING ORDER NO. 39 

 

Chapter No. XXV 

 

Reporting of Deaths Caused by Electrocution 

 

 Police Rule 25.31 required an officer-in-charge of a Police Station to hold an 

investigation into a sudden or unnatural death in the manner prescribed by section 174, 

Cr.P.C., except in certain circumstances. The Chief Electrical Inspector to Govenment is 

required to report to Government all deaths by electrocution and to inquire into the causes 

of such death mainly with the object of seeing if any of the laws and rules framed by 

Government concerning the production or distribution of electrical energy have been 

broken or neglected. The Chief Electrical Inspector feels that his returns are not complete 

and that many cases in which deaths are caused by electricity are not reported to him. He 

is anxious to secure complete return and be in a position to investigate all accidents. It is 

clearly desirable that in the holding of inquires the Police should have the expert advice 

of the Chief Electrical Inspector and his officers. All Station House Officers will, 

therefore, in future report deaths caused by electrocution by telegram to the Chief 

Electrical Inspector or any officer of his department, available information concerning the 

case in any enquiries that are instituted. 

 

    Sd/- 

    (A. Kumar) 

Dated: Inspector General of Police, Punjab. 

 

INSPECTOR GENERAL’S STANDING ORDER NO. 40 

 

Chapter No. XXV 

 

Sub-Inspectors Can Take Constable as 

Orderly While on Tour 

 

1. The Sub-Inspectors of Police can take with them when they tour their jurisdiction 

and also when they visit Head-quarters, a Constable of the Police Station staff in the 

capacity of an orderly. As orderlies are not sanctioned for Sub-Inspectors, this 



practice is irregular. In order to cover their action, the Sub-Inspectors make false 

entries in the Daily Diary. 

2. There is no doubt that a Sub-Inspector does need a Constable to accompany him, 

not only when he tours his jurisdiction, but when he visits Head-quarters. It will, 

therefore, be quite unnecessary for Sub-Inspectors to make a false entry in the Daily 

Diary to enable them to be accompanied by the Constable. They should state clearly 

that the Constable is accompanying them on duty. 

 

    Sd/- 

    (A. Kumar) 

Dated: Inspector General of Police, Punjab. 

 

INSPECTOR GENERAL’S STANDING ORDER NO. 44 

 

Chapter XXVI 

 

Handcuffing of Prisoners 

 

1. PPR 26.22(2) lays down that better class under trial prisoners must only be 

handcuffed when this is regarded as necessary for safe custody. Military personnel 

in uniform should be treated as ‘Better Class’ prisoners until a Magistrate orders 

otherwise and they should, therefore, not be handcuffed unless it is absolutely 

necessary for safe custody such as in the case of armed deserters and others who 

would undoubtedly do their best to escape. This concession is not out of 

consideration for the men themselves but for the uniform they wear. Even when it 

may be desirable to handcuff men in uniform, they are not to be marched through 

the streets and bazars, but should be taken in some form of conveyance. 

2. In a large number of cases of escape from Police custody, it has been noticed that 

the prisoners were handcuffed on one wrist only. Police Rule 18.30(d) and 18.35(2) 

make it quite clear that the handcuffing of a prisoner involves the securing of both 

the hands. The release of one hand for any purpose whatsoever is entirely on the 

responsibility of the officer-in-charge of the prisoners and this is required to be 

made quite clear to all ranks. 

3. It is desirable also to emphasise the responsibility of the senior officer present at the 

time of the fitting of handcuffs to ensure that they fit properly and are of suitable 

size. This is already laid down clearly in Police Rule 18.30(a) 

 

    Sd/- 

    (A. Kumar) 

Dated: Inspector General of Police, Punjab. 

 

 



INSPECTOR GENERAL’S STANDING ORDER NO.45 

 

Chapter XXVI 

 

Arrest of Women 

 

 The following instructions are issued for the guidance of Police Officers 

to                       follow the procedure in cases in which women are 

concerned whether as suspects, prisoners or witnesses and their strict 

observance is very necessary not only in the interest of decency but for the 

protection of Police Officers from false charges: 

1. P.R. 26.18(A) lays down detailed instructions in regard to the arrest of 

women. Station House Officers should forward special reports to 

Superintendents of Police in all cases in which women are arrested. 

Superintendents of Police should report to the Range Deputy Inspector 

General of Police, Criminal Investigation Department, any case in which 

the Police misconduct themselves in dealing with women but need not 

forward routine reports on the arrest of women when Police Officers 

have acted correctly. 

2. No application for remand to Police custody shall be made unless it has 

been examined and supported by a Gazetted Officer. 

3. No women in Police custody shall be lodged even for a night in a Police 

Station except in unavoidable circumstances. They shall be produced at 

once before a Magistrate for remand to judicial custody, except where a 

remand to Police custody is necessary and has been obtained in 

accordance with (2) above. 

4. Women remanded to judicial custody shall be immediately transferred to 

headquarters or properly equipped sub-divisional female judicial lock-

up. 

5. The Gazetted Officers supporting an application for remand to Police 

custody shall be responsible for the taking of  necessary measures for 

the safe and decent custody of the prisoners. 

6. Where women in Police custody have to be escorted about for the 

purpose of investigation, the officer in-charge of the Police party shall 

not be below the rank of Assistant Sub-Inspector. 

7. Section 160 of the Code of Criminal Procedure lays down that no woman 

shall be required to attend at any place other than the place in which 

such woman resides. 

8. When attending Police investigations and enquiries as distinct from 

those under arrest, women shall on no account be detained in Police 

Stations or with the Police any longer than is necessary for the record of 



the information which they are willing to give. In no case shall they 

remain with the Police between sunset and sunrise. If it is necessary to 

take women witnesses above the countryside for identification etc. she 

shall be accompanied by a responsible male relative or other respectable 

male neighbour. Gazetted  Officer hearing and passing orders on such 

cases shall take such steps as are necessary to ensure that the above 

orders are scrupulously observed. 

9. Women Police, if available, should be utilised for purpose of arrest, 

custody and escort of women accused. Care shall be taken to make 

suitable arrangements for the custody of female prisoners with a nursing 

lady. 

10. The use of handcuffs while escorting women prisoners should, unless 

there are compelling circumstances, be dispensed with. Where it is 

desireable to handcuff such prisoners, a detailed report shoule be 

recorded in the daily diary or other relevant records. 

    Sd/- 

    (A. Kumar) 
Dated: Inspector General of Police, Punjab. 

INSPECTOR GENERAL’S STANDING ORDER NO. 46 

 

Chapter XXVI 

 

Serving of Warrants to the Women 

 

1. The practice of issuing Dasti Warrants U/S 498 IPC and U/S 100 Cr.P.C. though 

not illegal, is normally  objectionable and likely to cause trouble. It is, therefore,  

desirable that when warrants against or for the production of a woman are issued, 

these are not be handed over to the complainants but should be endorsed to the 

Police Officer incharge of the 'illaqa'. 

2. The Police Officers when directed to execute such warrants should, as far as 

possible, do so without the help of either party to obviate the likelihood of assault 

on Police. In order to identify the woman, the Police Officers may on such 

occasions associate one of the respectables of the locality. But if, for some reasons 

no respectable person of the  locality is available and it becomes necessary to 

associate some relative etc. of the woman concerned for the purpose of 

identification, precautions should be taken to ensure that the parties are not brought 

face to face. The woman, when found, should be produced before the Magistrate as 

quickly as possible. 

 

    Sd/- 

    (A. Kumar) 
Dated: Inspector General of Police, Punjab. 

 



 

INSPECTOR GENERAL’S STANDING ORDER NO. 47 

 

Chapter XXVII 

 

Assaults on the Police 

 

1. There have been cases of assaults on the Police while executing their 

duty. There have also been cases of concerted law-lessness and 

definance of authority. It has been noticed that in some cases Police 

Officers appear to have brought trouble on themselves by badly planned 

or ill advised action. An efficient Officer confident in his knowledge of 

law and procedure who acts in good faith, is not likely to be opposed in 

the execution of his duty. Past experience has shown that attacks on the 

Police rarely occurred in districts in which the morale and discipline of 

the Police were high. It is evident, therefore, that inefficiency, lack of 

confidence, poor morale and bad discipline encouage criminals and their 

supporters to resist Police action. 

2. There are also other reasons that lead to attacks on Police viz. quick 

temperedness and indiscipline among the public, definite provocation by 

people in order to involve the Police Officers in order to lower the 

Police in the estimation of the public. There are, however, two good 

reasons which are within the powers of the Police to remove. One is 

inefficiency and lack of confidence on the part of the Police Officers on 

the spot. A cool headed officer who knows the law and his power, rarely 

has trouble in dealing with any situation whereas the hesitant officer, 

who does not know the law fails to inspire confidence and the law 

breakers are encouraged by his manners to resist the Police. 

3. Another important cause of attacks on the Police is lack of courtesy by 

Police Officers. It is true that officers are often irritated and provoked 

but Police rule 14.4 emphasises the fact that a Police Officer must keep 

control of himself in all circumstances. The public is not trained and 

disciplined; Police Officers are, and one of the objects of discipline is to 

develop self control. If an officer controls himself in the face of 

irritation and provocation, he loses his temper in an emergency he will 

forfeit the sympathy of even his friends. Officers, of the higher ranks 

must set a high example in this matter because the other ranks copy them 

and much of the discourtesy of the constable is unfortunately due to the 

fact that he has seen and heard more senior officers acting rudely. The 

Police are not, in any circumstances, to exhibit weakness. They have the 

same rights of self defence as ordinary citizens and they are expected to 

use them-As disciplined officers, however, they should not invoke these 



rights until they have no other course open. The officer who can observe 

Police rule 14.4 in its entirety, is a man of strong character and 

displaying courtesy and controlling temper in all circumstances, is far 

from being an evidence of weakness. Every person is entitled to courtesy 

from the Police, no matter whether he is rich or poor, proud or humble, 

no matter what his political party or his religion is. It will be found that 

those hostile to the Police can be better controlled by courtesy and good 

temper than by bluster and vituperative language. 

4. If assaults on the Police and general lawlessness are to be checked, these 

particular points must first of all receive attention. All Police Officers 

who act in good faith, may rest assured that they will receive full 

support in dealing firmly with persons who forcibly assist lawful police 

action and in the exercise of their right of private defence against any 

attacker. It is important that unless crime of this nature viz assault on 

Police, concerted lawlessness and defiance of authority is quickly 

checked by very firm action, the effects will be extremely serious. 

5. It is, therefore, directed that, the District Superintendent of Police or in 

his absence, the next senior officer shall immediately proceed to the 

scene of each such occurrence, putting aside other work or engagement 

for the purpose. He shall remain long enough in the locality not only to 

direct the investigation on the right lines, verify the facts and institute 

complete measures for the arrest of the offenders, but to assert fully the 

authority of Government, and the Police and to ensure that village 

officials are actively exerting them-selves in support of law and order. It 

is the duty of the Superintendent of Police also, in such cases personally 

to direct prompt and comprehensive measures to enforce communal 

respectability, the suitable punishment of harbourers, absconders, 

abettors of the crime and village officials and others  who are negligent 

in their duties. A hurried visit to the spot is not likely to create much 

effect or to restore the situation. A large display of Police may be 

necessary in some cases, but not always. These instructions are not to be 

interpretted as sanction to exact revenge by indiscriminate and illegal 

action which tends to create resentment, worsens the situation instead of 

imporving it and weakens rather than strengthening the authority of 

Government and the Police. 

6. It is also essential that in order to obviate chances of assaults on the 

Police, particularly in rural areas, the Police Officers especially 

Constables when required to serve summons of warrants in such areas 

shall, whenver possible, seek the assistance of village officials. Strict 

compliance of this order is very necessary as instances are not lacking 

where the failure of Police officials to seek the necessary assistance of 

village officials has led to a number of attacks on the Police. 



 

    Sd/- 

    (A. Kumar) 

Dated: Inspector General of Police, Punjab. 

 

INSPECTOR GENERAL’S STANDING ORDER NO. 50 

 

Youth Aid Divisions 

 

Purpose 

1. The purpose of this order is the establishment of the Youth Aid 

Divisions in the cities of Amritsar, Jullundur, Ludhiana and Patiala as 

special units of the District Police; procedure to be followed in handling 

of all matters relating to juveniles which are a responsibility of the 

Police Department and putting into operation programmes designed for 

the prevention of juvenile delinquency and waywardness of minors. 

 

Statement of the Problem 

2. (a) According to popular definition, juvenile delinquency implies some 

form of anti-social behaviour involving personal and social 

disorganisation, a value judgement applied to the fore of conduct in 

terms of norms and laws of society and the act tends to affect the 

people adversely. To a layman, delinquency consists of legal 

transgressions; to the trist, it is an activity which deviates from the 

normal and is forbidden by the laws and regulations of society. 

Thus juvenile delinquency is a partly social and partly legal 

concept and includes conditions of pre-delinquent conduct. 

 (b) For police purpose, (a) the meaning of the term juvenile 

delinquency should be restricted as far as possible to violations of 

the criminal law; and (b) that, even for protection, specific offences 

which could penalize small irregularities or maladjusted behaviour 

of minors but for which adults could not be prosecuted, should not 

be created, 

 (c) In simple language, delinquency means that : 

  (i) A juvenile under a prescribed age must have committed an 

illegal act; 

  (ii) This act must come to the notice of the police or any other 

recognized authority; and  

  (iii) The particulars of the offence as well as the individual should 

be maintained officially. 

  (iv) It follows that juvenile delinquency statistics have to be 

collected from three sources viz : the police records, the 



Juvenile Court records and institutional (official) records-thus 

necessitating a proper co-ordination between these three 

sources or agencies’ authorities-necessitating the creation of 

an Advisory Juvenile Co-ordinating Public Body in each city 

of officials and publicmen, to generally aid and guide the 

official agencies. 

 (d) Age  

  (i)  Age is a vital factor in determining juvenile delinquency and 

treatment of young adolescent offenders-under the Children 

Act, Informatory Schools Act, Borstal School Act and other 

such institutions. Children’s Act requires the police or court to 

make due inquiry as to the age of that person, based on 

evidence such as birth certificate or after a medical 

examination, 

  (ii) The Punjab Children Act defines a boy who has not attained 

the age of 16 or a girl who has not attained the age of 18 years. 

Under the “Suppression of Immoral Traffic in Women and 

Girls Act, 1956”, a girl is defined as female who has not 

completed the age of 21 years. The Juvenile Delinquency 

statistics published in ‘Crime in India’ include the age group 

of 16 to 21-variously called, the adolescent offenders or young 

adult offenders or “youthful offenders” when the majority of 

children in India leave school and rush into the turbulent 

vortex of conflicting ideologies, unfulfilled yearnings and 

relaxation of parental control’.  

    As such, for various sound reasons, the juvenile 

delinquency statistics relate to three age groups viz. 7-12, 12-

16 and 16-21. 

 (e) The police should pay attention to the enforcenment of the Punjab 

Children Act; provisions relating to pre-delinquent and delinquent 

stages e.g. vagrancy, beggary, destitution and other sociological 

conditions in addition to the offences under the Indian Penal Code 

or Local and Special Laws. 

 (f) The ecological studies show that the largest number of juvenile 

offenders are in areas of migrant scattered population, poverty, lack 

of employment, extreme congestion and intolerable living 

conditions. Such are areas of physical deterioration and 

neighbourhood disorganisation-in areas adjacent to the centre, 

rather than near the outskirts of the city and also in areas of 

declining population, location of industrial and commercial centres 

and to the composition of the population. 



 (g) A fair proportion of children escape detection and apprehension in 

reported cases. There is considerable hidden criminality. The gangs 

employ children and youngsters in smuggling illicit liquor or 

foodstuffs. The gang element is best dealt with by anti-goonda 

squads. Organised gangs of beggars have come to notice in stealing 

and maiming children and using them for beggary, sodomy etc. 

 (h) Student indiscipline. Cases of rowdyism by students such as 

burning of trains, cars, arson and looting, stoning, assaults on 

police officers, molesting of girls going to schools and colleges, 

eve-teasing, hooliganism at places of entertainment in and around 

educational institutions have been progressively increasing in 

recent years and reflect an immature and excitable frame of mind 

which neither the school nor the presence of law nor the social 

environments have been able to control. While the remedy for the 

present state of student indiscipline has to be sought in the 

programmes of education, purposively designed to eliminate social 

maladjustment and the internal working of educational institutions, 

the police have to pay some attention to this particular form of 

transgression whose increasing incidence is a matter of equal 

concern to the parent, the educationist and the policemen. 

 (i) The juvenile delinquency is a product of social changes and 

accompanying economic development and spread ofeducation 

corroding old family institutions, marriage laws etc. 

 (j) Police Agency has to be guided by the Indian Penal Code and 

Criminal Procedure Code which do not make a distinction between 

a juvenile delinquent and an adult criminal, except for the margin it 

allows in fixing the age limits of criminal responsibility. Once a 

transgression occurs, alternative measures may be devised and 

adopted; but upto that point “the legal structure for police operation 

is the same as that of an adult although the special aptitude, 

training and experience of a juvenile officer will make far more 

effective handling of some cases.” 

 (k) Prevention is, in effect, the elimination of environmental factors 

which contribute to delinquency and the provision of preventive 

services. It also involves treatment of delinquents and pre-

delinquents, neglected and abused children or eliminating the 

underlying causes of deviancy. 

 (l) Apparently the police are involved only to a very limited degree, 

since they are not in a position to prevent the growth of 

development of criminals; if they prevent crime, it is generally by 

deterrence and law enforcement. Yet, it cannot be denied that the 

policeman occupies a very important place even at the preventive 

stage. When delinquency comes to the surface he has a more 



obvious and immediate role to play, since he represents the first 

clash of the child with the law, which is bound to have far reaching 

effects on the future of the child. As such even routine matters as 

arrest and interrogation should be considered as the first phase of 

re-education in the sense that they may give a shock to the young 

people which should not be traumatic and it should not be of such a 

degree that the future of the child is irretrievably damaged. 

 (m) Thus logically, the principle is to be recognized that cases 

involving children need special attention by the Police. The Police 

have done commendable work in this field in U.S.A., U.K., France 

and Japan. The need for active participation of the Police is 

accepted on the following grounds : 

  (i) Police cannot be unaware of juvenile delinquency; the Police 

Officer is in a better position to recognize the pre-delinquent 

stage, the early discovery of the potential delinquent so vitally 

necessary to an effective programme. 

  (ii) Prevention of juvenile delinquency is a form of combating 

adult crime. It is the police function to discover, investigate, 

diagnose and refer to competent and proper community 

agencies those cases indicating a need for the services of those  

agencies and that require correct action. The Police should not 

enter the social treatment field even though there are elements 

of treatment involved in the Police approach. 

  (iii) There is no better way of improving Police-public relations 

than working with the juveniles. 

  (iv) Since special laws for children needing a special penal system 

have grown up, a need for a Special Police Force also 

automatically arises. But these tasks can be satisfactorily 

undertaken only when questions such as insufficiency of staff 

and lack of specialisation are solved by giving Police Officers 

in-service training in individual and social psychology in 

relation to juvenile delinquency. The controversial area is the 

one in which Police enter to take on individual or group 

services, not normally identified with Police functions and, on 

the contrary, generally identified with agencies running social 

services, guidance programmes, and the constructive use of 

leisure time. 

  (v) Juvenile Delinquency Co-ordinating Council. It is declared 

that the preventive action undertaken by the Police in the field 

of juvenile delinquency should remain subordinate to the 

observance of human rights. In the field of prevention, the 

responsibilities are  incumbent not only upon the Police but on 

the parents, the school, the local Government, official and 



non-official social welfare agencies, the prison and 

correctional institutions, the policies of juvenile courts in the 

treatment of offenders, probation services, Municipal 

Commissioners and business leaders, religious leaders, youth 

recreational clubs or children’ welfare agencies, the publicity 

media and all these must be enlisted in a concerted drive 

against crime—all these will be involved in a policy making  

co-ordinating council at each District Headquarters under the 

Chairmanship of Commissioners of Municipal Corporations 

where such Corporations are established; otherwise under the 

Chairmanship of Deputy Commissioners. This constitutes the 

community action in entirety and has in it the greatest 

potential for success in crime prevention. 

  (vi) Mohalla Councils. From this overall planning council at each 

District Headquarters, lines of communication must extend to 

neighbourhood or Mohalla Area Councils, composed of 

citizens in that particular area including representatives of 

agencies in the area such as parents, church, school, social 

agencies, recreation, welfare, police etc. These Mohalla 

Councils would have the responsibility of determining 

conditions conducive to delinquency or pre-delinquency in that 

neighbourhood and devising ways and means to meet these 

conditions. The police, of course, must take their active, 

initiating place alongside the other agencies towards the 

mutual objective, prevention and control of delinquency. This 

establishes clearly the need for a special unit of the Police for 

dealing with the juveniles and young persons for which this 

Youth Aid Division is organised. 

 

Organisation of Youth Aid Division 

3. (a) In Amritsar and Ludhiana Cities, the Youth Aid Division will 

consist of, 1 Inspector of Police, 2 Police Sub-Inspectors, one of 

whom will be a woman, 2 Woman Head Constables, 2 Head-

Constables, 5 Women Constables, 5 Constables, 2 drivers and a 

stenographer and one jeep or car under the overall command of the 

Superintendent of Police Incharge Detective Department. 

 (b) In Jullundur and Patiala cities, the Youth Aid Division will consist 

of two Sub Inspectors (one of whom will be a women), 2 Women 

Head Constables, 2 Head Constables, 4 Women Constables, 4 

Constables, two drivers, a steno-typist and one jeep. 

 (c) Police Station Youth Patrolmen. At each City Police Station or 

Police Post, two educated and selected Policemen will be assigned 

to perform Youth duty in the Police Station area. They shall assist 



the Station House Officer in carrying out at the Police Station level 

the department’s programme of prevention of juvenile delinquency 

as directed by the Officer Incharge of the Youth Aid Division under 

orders of the Superintendent of Police Incharge of the Detective 

Department. 

  The Police Station Youth probationer shall : 

  (i) Serve as a member of and co-operate with the Mohalla 

Councils. 

  (ii) Frequently visit schools and confer with Principal regarding 

delinquency problems, 

  (iii) Co-operate with the highway safety traffic police; 

  (iv) Investigate and report to the Youth Aid Division such matters 

as may be referred to him by the Senior Officers; and 

  (v) Perform other duties of crime prevention and give sustained 

attention, alongwith other police station patrol staff, to the 

vicinity of elementary and high schools for the purpose of 

preventing crimes such as the molestation of children, sale of 

narcotics or pornographic material, gambling, assault and other 

crimes impairing the health and morals of youth. When crimes 

occur, immediate action must be taken to apprehend the 

offender. 

 (d) At the district level, this organisation will work as a separate unit 

but as a part of Detective Department, under the overall command 

of the Senior Superintendent of Police of the district concerned. 

 (e) At the State level, this work will be under the control and 

supervision of Deputy Inspector General of Police, C.I.D. through 

the Superintendent of Police, Crime Branch. The Deputy Inspector 

General of Police, C.I.D. will report monthly to the Inspector-

General of Police on the working of these Youth Aid Divisions. 

 (f) The Officer Incharge of the Youth Aid Division shall keep the 

Superintendent of Police, DetectiveDepartment and Senior 

Superintendent of Police of the District advised as to the 

functioning of the Youth Aid Division by submitting a report in 

triplicate on or before the 5th day of each month. He shall be 

responsible for its efficiency and activities and also see that all the 

necessary reports required by the authorities of this Division and by 

the Department in this field are submitted promptly. 

 

Division of Work 

4. Though the officer incharge of the Youth Aid Division will be 

responsible to co-ordinate a preventive programme within the 

department, for practical functioning, the Youth Aid Division is sub-



divided into the following units. The official incharge of each unit shall 

devote his full time energy towards the efficient functioning of the 

duties and responsibilities of his particular unit as therein defined :- 

 (a) Juvenile Investigation Unit-primarily responsible for processing 

court cases for male offenders. 

 (b) Women’s Unit for women delinquents. 

 (c) Boys' Activities Unit. 

 (d) Youth Patrol Unit-primarily responsible for patrol and surveillance 

of places and conditions conducive to juvenile delinquency and 

waywardness of minors. 

 (e) Youth Records Unit, responsible for record keeping functions and 

other staff operations. 

 

Functions of Youth Aid Divisions 

5. The primary functions assigned to the Youth Aid Divisions are :- 

 (a) To enforce laws and regulations relating specifically to children 

and young persons. 

 (b) Discover juvenile delinquents including pre delinquents. 

 (c) Investigate and process all delinquency cases including adults 

contributing to the delinquency of juveniles and juvenile gang 

conditions and absconders from institutions. 

 (d) Reference of Juvenile to Juvenile Court and welfare agencies; 

 (e) Protection of juveniles from unhealthy social environment, such as 

neglect, abuse or abandonment. 

 (f) Treatment of juvenile delinquents within the scope of their duty 

without entering into the field of social, educational and welfare 

agencies. 

 (g) Prevention of juvenile delinquency by co operating with the 

community, government and voluntary organisations. 

 (h) Patrolling areas and supervising places where delinquency is likely 

to occur in order to prevent it including helping the Vice Squad in 

the case involving possession or sale of obscene or pornographic 

material where juveniles are involved or habitually truants from 

home congregate or sale of narcotics to children. 

 (i) Collection of information and compilation of record for surveys, 

research and evaluation. 

 (j) Performing such other duties as may be assigned by competent 

authority. 

 (k) Securing reports from Police Station Youth Patrolman under his 

supervision on remedial measures activated and results obtained. 



6. As stated earlier in this order, the task of combating juvenile 

delinquency is one that requires the combined efforts and skills of all 

law-enforcement agencies, institutions dealing with children and other 

social agencies dealing with child welfare. A line of demarcation in 

practice will have to be developed when Police step down and hand over 

the further specialised treatment of the offenders to specialised agencies 

such as Juvenile Courts, Probation Officers, case workers, social welfare 

institutional services, schools, Child Guidance Centres and so on. 

 

Juvenile Investigation Unit 

7. The Juvenile Investigation Unit shall be responsible for the handling of 

all matters relating to male juveniles coming into contact with the 

Police. It shall have the following functions :- 

 (a) Process and assist in the investigation of all cases involving male 

juveniles who have committed offences or violated any laws or 

regulations. 

 (b) Investigate all cases wherein any Police Officer has reported, 

through his unit, any conditions conducive to delinquency on the 

part of any male juvenile. 

 (c) Patrol and keep under surveillance all places which tend to cause 

delinquency, including places and conditions reported by other 

units of the department. 

 (d) Screen and dispose of, in the manner set forth in this order, all 

cases reported to the Juvenile Investigation Unit. 

 (e) Investigate and dispose of all traffic violations by Juveniles, male 

and female. 

 (f) Maintain the youth gang file as prescribed. 

 (g) Secure reports from Police Stations’ Youth Patrolmen under its 

supervision on remedial measures activated and results obtained. 

 

Womens' Unit 

8. The Women’s Unit shall be responsible for the handling of all cases of 

female juveniles coming to the attention of the Police, except traffic 

violations, and shall have the authority to dispose of such cases in the 

manner set forth above for the Juvenile Investigation Unit. In addition 

thereto, this Unit shall participate in and co-operate with the Patrol Unit 

of the Juvenile Investigation Unit. It shall be represented in the 

reference of all cases involving boys under the age of twelve years. 

 

Boys'  Activities Unit 

9. The Boys' Activities Unit shall be composed of the police personnel 

assigned to Boys’ activities. It shall maintain liaison with the Juvenile 



Investigation Unit, also with public and private recreational agencies. It 

shall arrange for brief lectures, where there are assemblies of boys, by 

qualified persons on the subject of juvenile delinquency and shall obtain 

motion pictures, slides and other material on the same subject. It shall 

perform such other duties as may be directed by competent authority. It 

shall maintain liaison with press, radio, television and other 

communication media and issue such posters, advertisements and 

publications as needed to promote the work of the Youth Aid Division in 

the achievement of its objectives. 

 

Police Patrol Unit 

10. The police officials (men and women) from each police station staff as 

well as the Youth Aid Division shall be specifically responsible for (a) 

supervising unlawful activities by youth groups and youth gangs, and 

preventing such groups from assembling for unlawful disorderly 

purposes; (b) effective patrolling of areas where youth gangs are active 

and where delinquency is likely to occur (c)  keeping a watch on 

cinemas, theatres, gambling establishments, parks, stations, places of 

public resort, (d)  keep a sharp look out for adults exploiting children in 

all social vice offences and take stern and swift action against them, (e) 

keep vigilance over bogus orphanages, charitable children’s homes and 

prevent traffic in human beings. 

11. As they have the power and duty to intervene, their presence is generally 

sufficient to prevent people from committing offences and obviate the 

need of setting the law into motion. Occasionally, a friendly warning to 

an erring child may have the desired effect. The police can locate 

destitute, neglected, victimized and exploited children and bring them to 

the custodial care of the institutions. The police are well armed by 

legislation relating to kidnapping and maiming of children, child 

marriages and labour, beggary, suppression of immoral traffic in women 

and girls, and, therefore, in an advantageous position to prevent 

delinquency. 

 

Policy of the Department 

12. (a) Arrest 

  (i) It is felt that it may be possible, through tactful and 

considerate treatment, by means of conversation and co-

operation with parents and by securing assistance from 

members of the Youth Aid Division, to keep many juveniles 

out of Police custody and avoid creating records for such 

juveniles, and, to this end, it is directed that every member of 

the Department shall use all remedial influence he can bring to 

bear before exercising the power of arrest in the case of any 



juvenile. In the event all remedial means have been exhausted, 

or the age of the juvenile and the nature of the offence make it 

manifestly unwise to refrain from an arrest, every means at the 

disposal of the investigating officer and the Police Department 

shall be utilized promptly to complete the investigation and 

report to the Juvenile Court, to notify immediately the parents 

or guardians and to effect a prompt release of the juvenile to 

such parents or guardians. 

  (ii) Similarly responsibility is cast on the police to inform the 

Probation Officer in order to enable him to investigate the 

social background of the child without delay. 

  (iii) In arresting a child or taking him into custody, no unnecessary 

indignity or restraint should be caused to the child. 

  (iv) Ropes, fetters, handcuffs and fire-arms should never be used; 

while escorting children (and also when appearing in Juvenile 

Courts) the police officers should be in plain clothes. 

 (b) Detention and Bail. Section 497 Cr.P.C. read with provisions of 

Children Act confers power on the police officers to release 

children under 16 years of age on bail, with or without surety, in all 

offences. Thus, as a general rule children will not be sent to prison 

or detained in police custody in lock-ups. However, where no 

‘place of safety’ or ‘Remand Home’ is available and the release of 

the child shall bring him into association with any reputed criminal 

or expose him to moral danger or where his release would defeat 

the ends of justice, the children may be detained at the Police 

Station, but separated from adult offenders and kept separate from 

them while being conveyed to Court, waiting before or after 

attendance in Court. If the child be a girl, she should not be 

detained at the police station and she should be forwarded with a 

women police officer with the least possible delay to the Court 

empowered to pass  orders. Girls and women victims of crimes 

should be questioned at their homes with the aid of women police 

officers and should not be brought to the police station. If medical 

examination of girls and women is needed, they will be escorted by 

women police officers to the concerned Medical Officers. 

 (c) Procedure to be Followed by Officers. Members of the Force shall 

be vigilant in observing juveniles of school age, seen on the streets 

or loitering in theatres, stores and similar places during school 

hours, recording their names and addresses, ages and schools, and 

reporting same to parents. When a juvenile is found employed in 

violation of the law, the officer discovering this condition shall 

record all information and forward same through proper channel  to 

the Youth Aid Division. Officers shall give attention to the 



congregating of young boys and girls on vacant lots, parkings and 

other public space at late and unusual hours of the night who are 

unable to give a good account of their activities. They shall be alert 

for delinquencies or delinquent tendencies on the part of juveniles, 

male and female, and neighbourhood conditions that make it 

desirable for some action to be taken for the welfare of young 

people. They shall bring to the attention of the Youth Aid Division, 

through proper channels, undesirable home conditions which 

necessitate further investigation. The police officers, however, must 

not interfere with young educated couples on stroll on the 

suspicious presumption that they are loiterers. They must be 

intelligent enough to take note of the social change in society and 

should not arrest such persons under section 109 Cr. P.C. in any 

case, unless the circumstances are extraordinarily suspicious which 

may be preparations for commission of cognizable crime. 

 (d) Warnings instead of Prosecution. In minor offencescommitted by 

juveniles, officers shall first issue verbal warnings and personally 

contact parents or guardians of the juveniles and present the matter 

to them, with a view to enlisting their co-operation. When issuing a 

verbal warning to a juvenile on the street or elsewhere, the officer 

shall enter a notation in his memorandum book of the juvenile’s 

name, address, age, time, date and all other essential information, 

and shall then send a report to the Youth Aid Division making 

certain that the action taken by the officer is noted such as ‘Child 

warned’, ‘Parents consulted’, etc. The  Youth Aid Division will 

then be in a position to take proper action in the event the juvenile 

repeats the offence. In these cases and in other investigations 

wherein no arrests are contemplated, it will not be necessary to 

notify the Youth Aid Division except through the forwarding of this 

report. 

   In the United Kingdom and the United States of America such 

warnings are frequently used. In Liverpool city Police, Juvenile 

Liaison Officers administer a caution and dispose of minor offences 

and undertake follow-up work. Section 157 (1) (b) Cr. P.C. permits 

such use of cautioning to a limited extent to the police in India. 

 (e) When there is damage to school property, such as broken window 

and other depredations, investigation officers shall obtain full 

information and turn this information over to the School by Patrol 

Co-ordinator of the police station in which the offence occurred, 

who shall present the matter to the school authorities or other 

persons concerned. The School Boy Patrol Co-ordinator shall 

inform the  Youth Aid Division through proper channels as to the 

result of the investigation and shall cooperate and work with 



members of that unit in their efforts to apprehend the persons 

responsible and prevent further acts of vandalism. 

   It will be necessary to establish proper liaison and dialogue 

with members of the student community in schools and colleges and 

understand the view point of the students. Serious efforts should be 

made to treat the students with humanity and patience and courtesy 

and help be rendered to them in solution of their problems. 

 (f) Custody of Female Juveniles. Whenever a female juvenile is taken 

into custody by any member of this Department (other than a 

member of the Women’s Unit), the Women’s Unit of the  Youth Aid 

Division shall be immediately notified. The Women’s Unit shall 

investigate, prepare and present to Juvenile Court all complaints 

against female juveniles, except traffic complaints. 

 (g) Action to be taken in Arrests of Male Juveniles. When a male 

person under eighteen (18) years of age has been taken into custody 

and brought into a police station or other unit of the Department for 

an offence for which prosecution is contemplated, the Juvenile 

Investigation Unit of the Youth Aid Division shall be notified 

immediately and shall respond and take over the investigation of 

the offence. If, upon completion of the investigation, it appears that 

a charge is warranted, unless otherwise directed by the official in 

charge of the unit to which the arresting officer is attached, the 

member of the Juvenile Unit shall determine the particular charge 

or charges. 

   Whenever a juvenile has been taken into custody during the 

course of an investigation of any of the offences, and it is apparent 

the investigation will involve the questioning of the juvenile in 

order to develop additional evidence the arresting officer shall 

promptly contact the Juvenile Investigation Unit of the  Youth Aid 

Division and the member or members of the Juvenile Investigation 

Unit shall promptly respond to take an active part in the 

interrogation of the juvenile. This shall not be construed as 

relieving the investigating officer or police station plain clothes 

officer from further interest in the case. Members of the Juvenile 

Investigation Unit shall take an active part in the interrogation of 

juveniles along with other investigating officers. In every instance, 

the Juvenile Investigation Unit member and the police station 

officer shall work together towards a successful conclusion of the 

case. The arresting officers shall prepare all necessary forms. In the 

absence of any orders to the contrary, the members of the Juvenile 

Unit shall make the determination as to the release of the Juvenile 

to his or her parents or guardians or to placing the juvenile in the 

Remand Home. When a juvenile is released to a parent or guardian, 



such parent or guardian shall sign a written agreement to produce 

the juvenile in court. 

 (h) Period of Detention. Arrest entails detention and theperiod of 

detention should be as short as possible. When the child is 

remanded to a ‘Remand Home’ pending investigation by the police, 

the police should complete the investigation as early as possible so 

as to minimise the period of remand. 

 (i) Investigation and Interrogation. All juvenile offences should be 

investigated by the Youth Aid Division staff specially trained for 

the purpose. In interrogating delinquents, waifs or destitutes, police 

must adopt a helpful and humanitarian attitude rather than one of 

confrontation. The interrogation should be in the form of simple 

conversation and must be as short as possible. 

   When it is necessary to question Juveniles in respect of 

criminal matters, interviews should not take place at schools unless 

absolutely necessary, and then only by officers in plain clothes. 

Prior notice must be given to the Head of the school or college and 

arrangements made for the parent to be present at the interview. If 

the parents cannot, or do not wish to, be present then the head 

teacher or a member of the teaching staff incharge of student 

welfare may be allowed to be persent during the interview. 

  Statements are not to be taken at schools or colleges. Arrangements 

will be made, if necessary, for the Juvenile and parent to attend a 

police station or Youth Aid Division Headquarters for this purpose. 

   In case of kidnapping, abduction and rape where girls under 21 

or women of any age are victims and where a statement is to be 

taken from them and it may be necessary in so doing to put to her 

questions of  an intimate character, this is to be done in the 

presence of the women officer personally or by the women officer 

alone herself which shall be recorded by her for evidence in the 

case diary of the case. 

   In police investigations in cognizable cases, emphasis should 

be not only on the collection of relevent evidence, but also on 

ascertaining the social  background of the delinquent, his home 

conditions, school atmosphere, companions and environmental 

conditions—all of which are of interest and value to a court in 

determining the individual treatment. 

 (j) Information to Parents and Probation Officers. 

  As soon as a child is arrested, it is the duty of the arresting officer 

to inform the parents of the child if he has any, about the arrest and 

the circumstances surrounding it.  Police must also inform the 

Probation Officer of the ‘Remand Home’ so that the investigation 



into social and family back-ground can be properly undertaken by 

him. Before the case is presented to the court, the Probation Officer 

may take the reports of social Welfare Officers, Medical Officers or 

Psychiatrists for the perusal of  the court in the final disposal of the 

case and treatment of the juvenile offender. 

 (k) The official record of juvenile arrests shall be maintained in the 

Youth Aid Division. In every instance wherein a juvenile is referred 

to the Juvenile Court, the case shall be entered on a record of arrest 

book in the name of the arresting officer. This book shall be known 

as the “Central Juvenile Arrest Record”. One book, for male 

juveniles and traffic cases, shall be maintained in the Juvenile 

Investigation Unit, Youth Aid Division, and one book, for female 

juveniles, other than traffic cases, shall be maintained in the 

Women’s Unit, Youth Aid Division. The Youth Aid Division shall 

forward to the Communications and Records Unit one copy of 

Record of Arrest for each case entered in the “Central Juvenile 

Arrest Record”. This method will preclude establishing a record for 

any juvenile who is not referred to the Juvenile Court for a hearing. 

It will give to authorised persons statistical data on every official 

action taken in the matter. 

 (l) The Juvenile Unit shall handle the case in court; therefore the 

arresting officer, in most cases, will not be required to appear in 

court. 

 (m) Detention in Remand Homes 

  (i) If it is determined that the juvenile should be placed in the 

Remand Home, the Juvenile Investigation Unit shall prepare 

the request for detention and shall transport the juvenile under 

escort of the Youth Aid Division Officers, subject to the 

condition laid down earlier in this Standing Order. 

  (ii) Juveniles shall not be sent to the Remand Home except as 

follows : (1) When they are charged with offences which 

require a period of investigation; (2) when the parents or 

guardians of the juvenile cannot be located or when it may be 

reasonably presumed that the parents or guardians will not 

have the juvenile available for questioning or will not produce 

the juvenile for a hearing before the Juvenile Court; (3) when 

the juvenile has a previous bad record; and (4) when the 

detention has been ordered by the Juvenile Court. 

 (n)  Juvenile in Destitute of Suitable Home 

  (i) Officials of the Youth Aid Division assigned to the Juvenile 

Investigation Unit and the Women’s Unit are hereby authorised 

to screen and review all  charges entered against juveniles by 



members of the Department. They shall be authorised to hold 

hearings in their offices for this purpose, to be attended by the 

offending juvenile, his parent or guardian, complainants and 

any other persons deemed necessary. They shall be further 

authorised to dispose of non-serious offences and violations of 

local regulation as follows :- (1) Counselled and released to 

parents or guardians (2) Referred to a designated agency (3)  

Referred to Juvenile Court . 

  (ii) The decision to refer cases to the Juvenile Court shall be based 

on one or more of the following: 

   (aa) The offence committed would amount to serious 

cognizable offence if committed by an adult; or it is less 

serious offence, subject to the explanation below. 

   (ab) The juvenile is a probationer or has been long known to 

the Juvenile Court. 

   (ac) The juvenile has a record of repeated delinquency 

extending over a period of time. 

   (ad) The juvenile and his parents have shown themselves 

unable or unwilling to cooperate with agencies of a non-

authoritative character. 

   (ae) Case work with the juvenile by a non-authoritative, social 

welfare or after-care agency has failed in the past. 

   (af) Any case in which the juvenile denies the offence and 

there is sufficient evidence to sustain and justify a 

referral to court. 

   Explanation : When, in the judgement of the officer incharge 

of the Juvenile Investigation Unit or the Women’s Unit of the 

Youth Aid Division, the facts of an offence appear to justify 

reclassification, said official of the Youth Aid Division shall 

consult with the officer incharge of the Police Station in which 

the offence occurred and with the officer incharge of the Unit 

to which the arresting officer is attached. Upon reaching an 

agreement, the officer incharge of the Police Station in which 

the offence occurred shall reclassify the said offence, and the 

charge against the involved juvenile shall be changed, with the 

final approval of the Superintendent of Police, Incharge 

Detective Department. 

  (iii) All cases which are not referred to the Juvenile Court shall be 

subject to review by the Court. In those cases where there is a 

doubt in the mind of the screening officer, with the approval of 

the official incharge of the Youth Aid Division, he shall 



submit the facts in the case to the Assistant District Attorney 

in the Juvenile Court for review. 

  (iv) The official incharge of the Youth Aid Division shall 

periodically consult with the Juvenile Courts concerning the 

type and number of cases which were referred to Court. The 

directions of the Juvenile Court must be strictly complied with 

in all cases. 

  (v) Whenever any juvenile is charged, the investigating officer of 

the Youth Aid Division shall complete the complaint form in 

the manner prescribed for the Criminal Procedure Code and the 

Punjab Police Rules. 

  (vi) The Magistrate of the Juvenile Court shall be notified 

promptly by the Investigating Officer of the Youth Aid 

Division, of any juvenile who is placed in detention. Such 

notification shall be given within a reasonable time on the first 

open day of the court following the arrest. If an arrest and 

detention occurs during the hours when the court is open, such 

notice shall be given immediately to the officer of the Court. 

 

Procedure in Handling Traffic Violations by Juveniles  

13. (a) In a minor traffic violation wherein an officer has personal contact 

with the juvenile operator, the officer shall issue a traffic violation 

notice. The issuing officer shall write the word “Juvenile” across 

the face of the notice to inform all units that the receipient of the 

notice is a juvenile. The issuing officer shall prepare a brief 

statement of facts on the Traffic Violation Notice and forward the 

same to the Juvenile Unit of the Youth Aid Division within 24 

hours after the issuance of the Violation Notice. The Juvenile 

Bureau is hereby authorised to hold hearings relating to these 

violations and to dispose them of by : (1) A warning; (2) a referral 

to any established Driving School; (3) A referral to the Juvenile 

Court. 

 (b) At the time of issuing the Traffic Violation Notice, the officer shall 

inform the recipient that he will be contacted by the Juvenile 

Investigation Unit or by the Juvenile Court. The issuing officer will 

then notify, or cause to be notified, the recipient’s parents also 

informing them that they will be contacted by the Juvenile 

Investigation Unit or the Juvenile Court. Collateral shall not be 

accepted from a juvenile for an offence committed by that juvenile 

or other juveniles. 

 (c) In the case of a major traffic violation, and in a case wherein it may 

be reasonably presumed that the juvenile will not respond to a 



notice from the Juvenile Investigation Unit or the Juvenile Court, 

the Juvenile Investigation Unit shall be immediately notified and 

shall respond and process the case as in other violations of the law. 

 

Warrants 

14. Whenever an officer receives any warrant for service and ascertains that 

the person named thereon is a juvenile, he shall take no further action 

except to forward the warrant, with an official report containing 

pertinent information, to the Youth Aid Division, which shall process 

the case and have the warrant roll processed. 

 

Juveniles Habitually Truant From Home 

15. A juvenile run away from home is not considered delinquent, but the act 

of running away from home indicates pre-delinquent tendencies and the 

run away is, therefore, within the purview of the duties of the Youth Aid 

Division. The Juvenile Court acquires jurisdiction in those cases deemed 

“habitually  truant”. The Court interprets this to mean a pattern of such 

acts and not isolated acts over a long period of time. The official in-

charge of the Missing Persons Bureau shall promptly notify the Youth 

Aid Division of all juveniles reported missing. It shall be the 

responsibility of the Youth Aid Division to determine those cases that 

would reasonably come within the scope of this interpretation and to 

investigate same for the purpose of deciding whether or not remedial 

action is necessary. 

 

Report From Police Station House Officers 

16. (a) Station House Officers shall report, through channels, any 

conditions existing in any public places within their  respective 

Police Stations which are believed to be conducive to juvenile 

delinquency, which come within the purview of the Police 

jurisdiction and which, by their nature and the circumstances, could 

more effectively be handled with the assistance of the Patrol Unit 

of the Youth Aid Division. 

 (b) It will be, thus, clear that the handling and treatment of juvenile 

delinquents continues to be the responsibility of the local police 

irrespective of the fact whether a special unit or a Youth Aid 

Division is functioning or not. The initial responsibility of the Beat 

Constable and the Station House Officers cannot be eliminated, for 

they will continue to come into contact with children who are either 

behaviourial cases or delinquents, in the course of their patrols and 

law and order duties. 

 

Report of Absconders From Welfare Institutions 



17. Station House Officers within whose confines are located Welfare 

Institutions shall instruct all members of their Police Station to accept 

reports of absconders from those institutions. The Investigation Officer 

receiving such a report shall immediately notify the Juvenile 

Investigation Unit by telephone and transmit a look out and the full 

report in writing. He shall also insert in the report the name of the 

person notified in the Juvenile Investigation Unit and add the teletype 

message number to the report, if it is so despatched. 

 

Modus Operandi File (Nicknames) 

18. (a)  The Juvenile Insvestigation Unit of the Youth Aid Division will 

maintain a “Modus Operandi” file on juveniles, including 

nicknames. Investigating Officers may obtain information contained 

in those files and such information may be of value in the 

investigation of offences committed later on by children growing up 

to be adults. 

 (b)   The Juvenile Investigation Unit shall maintain a gang file on a city-

wise basis-on Youth gangs and their membership from information 

collected by it or received from the police stations concerned and 

exchange the same with the members of the Youth Patrol Units. The 

Youth gang cards shall be filed alphabetically by the name of the 

gang. 

 (c)   Youth Aid Division shall also maintain Individual Member Card-

pedigree and known activities. Individual and Nickname cards shall 

be filed separetely in alphabetical order. 

Rehabilitation 

19. Police has a positive role in the after-care and rehabilitation of 

offenders-juvenile and adult. In the wake of progressive legislation, 

juvenile and adult offenders are discharged on probation of good 

conduct, often under the supervision of probation officer and efforts are 

made to rehabilitate released prisoners in normal community setting. 

Police and probation officers should develop a joint new technique 

regarding supervision over released juveniles which must be extremely 

unobstrusive and discreet from the police. 

 

Training 

20. The Police Officers  posted to the Youth Aid Division should be given 

in-service training as their operations develop. Those posted to the 

Youth Aid Division must have keen-ness for social welfare and public 

service of a determined order. 

 

Supervision  



21. The Range D.Is.G. will ensure the operation of this order in all aspects 

by such orders, reports, inspections and guidance as warranted, for the 

efficiency of the Youth Aid Division in the cities in their Ranges. They 

will organise, in consultation with prison officials, Magistrates, District 

Magistrates, Commissioners of Municipal Corporations, educational 

authorities and social welfare authorities and probation service officers 

and other non-official bodies and publicmen that a workable proper 

liaison is maintained with the Police Youth Aid Division. They will also 

see that the personnel posted on these divisions are of proper 

educational levels and correct attitudes towards the young people and 

children and organise in-service training in the State or suggest training 

elsewhere in India where such training is available. 

 

Effective Date 

22. This Standing Order will be effective from 15-8-1977. 

 

    (B.S. Danewalia) I.P.S., 

Dated:   Inspector General of Police, Punjab. 

 

INSPECTOR GENERAL’S STANDING ORDER NO. 51 

 

Detective and Investigation Departments in District 

 

Purpose 

1. The purpose of this Order is to establish a Detective and Investigation Department 

in each district on modern functional lines with a view to increase the efficiency of 

the Police in the final and expeditious clearance of crimes by the arrest of 

perpetrators and recovery of stolen property and remove delays in investigations 

and follow up in trials. 

 

Statement of The Problem 

2. (a) The primary object of an efficient police is the prevention of crime; the next, 

that of detection, if crime is committed. Detection of crime is itself a 

preventive, for the criminal is punished and put out of action. 

 (b) According to functional principles, the organisation of the District Police is to 

detect crimes and investigate. In a normal Police Station, the Police Officers 

investigate, patrol, maintain general law and order, deal with strikes and 

agitations and are responsible for the security of important personages while 

in their areas etc. The normal strength of a Police Station is small and 

incapable to do all these duties at the same time efficiently. 

 (c) When the present system of policing was evolved for the rural India,                          

there was less mobilty due to lack of suitable and adequate 



communications, general illiteracy and backwardness in various 

fields of work and life. Road network has improved tremendously; 

telephones and tele-communications have improved so that each Police 

Station has a telephone and wireless set and most have jeeps for 

mobility; illiteracy is fast disappearing, pace of  development is 

increasing and there is fast social change, all which pose new 

problems and require fresh solutions to the old ones. Crimes have 

become complex and sophisticated. Criminals have become mobile 

and commit crimes at far distances or move away faster to other 

places in and outside the State. Consequently, the crimes against 

person or property when the offender is not caught red -handed and 

hails from another jurisdiction or removes himself to other places, 

are not easily soluble by the local police, for they do not have time 

for sustained and continuous investigation, being engaged in other 

multifarious duties of law and order. In the event, the efforts of 

local police remain unproductive in the tracing of crimes both 

against person and property. 

 (d) The Hon’ble Judges of the High Court and several District & 

Sessions Judges have affirmed that the investigated cases sent to 

them for trial or in appeal are poorly investigated and there is a 

general lack of application of scientific aids in crime investigation. 

Inevitably, the investigations in serious cases are delayed, resulting 

in lower convictions initially and larger acquittals in appeal. 

 (e) From various aspects, thus considered, in all advanced countries the 

detective and investigative operations are considered as sufficiently 

complex so as to need the treatment by a specialised department of 

the Police. In England, the Departmental Committee on Detective 

work and Procedure studied this problem for five years and in their 

final report in 1938 laid down the procedures of establishment of 

the separate departments of detection and investigation of crimes, 

both in the cities as well as in Counties which are rural areas and 

even sufficiently large in size than even our largest District. Since 

then the separate departments for detective and investigative work 

have been in operation in that country and that pattern has been 

followed in all modern countries in the West and in the East. The 

beginning was immediately made in Punjab by creating special 

staffs and Detective Constables by British  Officers who studied the 

system on their home land in England and the system of Detective 

Constables was evolved by Mr. Durrant and that of Special Staffs 

by Mr. Scott. The CIA was formally organised during War time in 

1943 as the nearest answer for specialised detective and 

investigative work in all the Districts of the State. We have not 



advanced beyond that during the last 34 years though the Police 

strength in all grades has been increased very considerably; for 

mobility, it has more vehicles; N.G.Os have Motor Cycles in place 

of horses; telephones and tele-communications are provided in 

Police Station and at Headquarters, and better educated officers 

right from the rank of Constable upwards have been enrolled. 

Unfortunately, the C.I.A. systems have not been fully exploited as 

established nor extended in their scope. Police Training College, 

Phillaur has more courses of training modelled on modern lines. 

The Punjab Police Commission 1961-62 recommended such 

organisation of a Detective Department. 

 

Organisation 

3. (a) There will be established in each District a Detective and Investigation 

Department hereinafter called the Detective Department, with a Supdt of 

Police Incharge with such number of DSPs, Inspectors, S.Is, A.S.Is, H.Cs and 

Constables as laid down in the  annexure. 

 (b) The office of Supdt. of Police of the Detective Department will be close to the 

office of the Sr. Supdt. of Police. S.P. Incharge Detective Department will be 

the over-all Commanding Officer of the entire Detective Department and 

responsible for its proper functioning, efficient investigations, in expeditiously 

putting up challans in court and otherwise see the proper distribution of 

detective work between the various officers of this Organisation, their mutual 

co-operation, transfer, discipline and conduct and their general relationship 

with the remaining uniformed branch of he District Police which are 

responsible generally for the preventive work and maintenance of law and 

order and some types of cases, related to law & order directly. 

 (c) The Detective Department will take over all I.P.C. cases. Besides, it will also 

be responsible to investigate cases of sale, manufacture and possession of Fire 

Arms and explosives by organised gangs and detect organised rings of 

smugglers of opium and bootleggers, and the enforcement of the suppression 

of Immoral Traffic in Women & Girls Act, Indian Drugs Act and Narcotics, 

Foreign Exchange Regulations Act. The Police Station staff will be 

responsible for detection and investigation of crimes under Local & Special 

Laws generally and their final clearance in courts and maintenance of law and 

order etc. 

 (d) Officers of the Detective Department will be part of the uniformed branch of 

the District Police force with additions of C.I.D. Staffs in Districts. Their 

number for investigation of crimes will be calculated at the rate of 100 to 125 

cases for one Investigating Officer of and below the rank of  Inspector of 

Police. There may be local variations keeping the distances and means of 

communications in view which may be settled by the Supdt. of Police 

Incharge Detective Department and the S.S.P. with the aproval of the D.I.G. 

But the total strength of the Detective Organisation shall be restricted to 10% 

of the total uniformed force of the district upto the rank of S.I. Police. The 



number of D.Ss.P. Inspectors will be specifically laid down for the actual 

investigation of serious crimes by them personally as well as for their supervision of 

the subordinate detective staff. 

 (e) In all Districts where there is an Additional Supdt. of Police, he will be 

designated as S.P. Incharge of Detective and Investigation 

Department. Where there are no Additional S.Ps, a selected D.S.P. 

shall be overall incharge of the Detective and Investigation 

Department. 

 (f) The existing CIA Staffs will be merged in this re organised 

Dectective Department in each district. 

 (g) At Police Station level, one A.S.I. and two Constables from the 

existing Police Station strength which has been added lately to the 

thana staff, shall form the basic functional unit of the Detective 

Department to  undertake less serious crimes in general within the 

purview of the  Detective Department’s sphere of work and 

undertake or help the S.I. i/c of the Police Station in the 

preliminary investigation of more serious crimes. 

 (h) Sub-Units of the Detective Department will be established in Sub-

Divisions or Areas which are farther away from the District 

Headquarters under officers of not below the rank of an Inspector 

of Police and where there are more DSsP Incharge of Sub-

Divisions, one or more of them may be exclusively employed as 

Sub-Divisional Officers of the Detective Department. Their 

supervisory functions of prevention of crime and in respect of 

supervision over other Police Station duties may be delegated to the 

neighbouring Sub-Divisional D.S.P. depending upon his work                  

load e.g. the case of D.Ss.P Phillaur and Nawanshahr which have 

far  little work load even as things are and D.S.P. Phillaur could be 

the Sub-divisional Detective Officer, leaving law and order 

Supervisory functions of his thanas to Sub-divisional Officer at 

Nawanshahar. 

 (i) The  Detective and  Investigative Department will be the specialist 

staff for the exclusive investigation of crimes of the categories 

stated above and they will not be taken away from their 

investigation duties for any  law and order duties and problems in 

and outside the District. Where the District Police on any occasion 

need more Police, that should be                 either requested from 

the PAP or by local mobilization of the Home Guards. 

 

Division of Work 

4. The Detective and Investigation Department will be further organised 

into the following specialist units for operations of investigation :- 

 (a) Homicide Squads. There will be established Homicide Squads in 

each District with the DSP Incharge and such number of Inspectors 

and S.Is as may be determined in view of the work load of cases of 



murder in             that District. A Gazetted Officer will personally 

investigate a case of              murder and culpable homicide not 

amounting to murder till it is put in court. 

 (b) Kidnapping, Abduction And Rape Cases Squad. Kidnapping, 

abduction and rape cases are of great gravity in any modern 

civilised society and are hereby declared cases in respect of which 

Special Reports are to be sent in terms of Police Rules 24.15 to the 

District Magistrate, Supdt of Police, Range D.I.G. and D.I.G/C.I.D. 

Cases of kidnapping and abduction of men and women attract wide 

public notice and are a reflection on law and order situation. In 

some countries of the West, punishment for kidnapping used to be 

death, but is now life-imprisonment. Hence, special squads should 

be earmarked for their investigation under the direct supervision of 

Gazetted Officers, for the speedy recovery of kidnapped/abducted 

persons and arrest of the accused. The strength of each Squad shall 

be fixed according to the number of cases reported, but the women 

officers of the Youth Aid Division  shall be associated as provided 

in that Standing Order. 

 (c) Fraud Squad. There will be established one Squad to deal with 

frauds. This unit will be responsible for the investigation of cases 

of frauds, false pretences, embezzlements, cheating, 

misappropriation and counter-feiting of coins etc. 

 (d) Dacoty And Robbery Staff 

 (e) Burglary And Theft Squad Including Wire-Cutting etc. 

 (f) Cars, Scooters, Motor-Cycle and Bicycle Theft Squad. 

 (g) Vice And Youth Squad. Instructions for a Youth Aid Division as 

part of the Detective Department form the subject matter of a 

separate Standing Order which shall be applicable in crime 

investigations involving juvenile male offenders and women as 

accused or victims of crimes. 

 (h) Interrogation Staff. This staff will handle all criminals arrested 

red-handed as well as absentee B.Cs when arrested or suspected 

persons in other crimes. The members of the Staff shall be specially 

selected officers for their capacity skill and modern training in 

interrogation. 

 (i) Scientific Aids Squad. A Scientific Aids Team consisting of 

officers specially trained in examination of scenes of crime and 

lifting of foot prints etc. will be fixed. Scientific aids trained 

officers shall take the investigation bag and other equipment for 

measuring, labelling, packing, lifting moulds, etc. The number of 

officers in the Scientific Aid Squad should be adequate for the work 

load and frequency of cases of heinous nature e.g. murder, culpable 

homicide, dacoity, fatal accidents, cases of rape and serious 



robberies and cases of rioting. The team shall have its own 

transport. 

 (j) Finger Print Experts And Photographers Squad. Officers 

specially trained in inspecting the scene of crime for finger prints 

and their lifting and photographing  the scene of the crime, should 

form this squad. The Director, F.P. Bureau Phillaur, has agreed to 

send trained Finger Print Experts who are trained in photography 

from the F.P. Bureau, on deputation in one rank higher than that 

they hold in the F.P.B. i.e. F.P.B. Head Constables will be 

promoted to the rank of A.S.I. and if they are taken from the rank 

of A.S.I. they will be promoted to the rank of S.I.The existing 

sanctioned Finger Print Head Constable proficient and photographer 

in C.R.O. will be assistants to the F.P. Bureau Experts. They will 

carry their photographic and Finger Print equipment alongwith 

them and will be provided transport either with the Scientific Aids 

Squad or separately as the circumstances of each case warrant. If so 

required, the F.P.B. Expert may call in the officer from the F.P. 

Bureau Phillaur to the scene of crime to help in solution of difficult 

problems. Use of Single Digit System should be promoted. 

 (k) Flying Squad. A Flying Squad shall be established to attend to 

urgent calls in most serious crimes. The existing Flying Squads will 

be merged in this Squad to detect and prevent serious crime, 

including pursuit of fugitive, travelling criminals. 

 (l) Police Dog Squad. The Dog Squads are located at Range 

Hedquarters at Patiala and Jullundur but are not sufficiently 

utilized. The Investigation Supervisors should make calls on them 

immediately as the circumstances of the FIR suggest that. 

 (m) Crime Scene Expert From Scientific Laboratory, Chandigarh. 

This is a mobile scientific aids team which can be called in to help 

in examining the scene of crimes with more expert knowledge and 

experience. The Detective Investigators shall make use of that more 

frequently, especially in the districts near Chandigarh but generally 

from anywhere in the State. At present, it is seldom used. 

 (n) Criminal Intelligence. A staff of plain clothes detectives shall be 

organised to develop intelligence about criminals operating in the 

district, organise  surveillance of  notorious criminals and 

smugglers of  various categories and operators of vice dens and for 

such other offenders as the Superintendent of Police i/c of the 

Detective Department may direct for the prevention and detection of crime 

and organisation of raids to arrest the offenders. 

 (o) Absconders And P.O. Staff. Though the primary responsibility for the arrest 

of absconders and P.Os will remain with the local Station House Officers, 

each District Detective Department will organise staffs for the arrest of 

absconders and Proclaimed Offenders as well who, if not apprehended 

promptly, will commit more crime. 



 

Requirements of Successful Detective Work 

5. (a) The essential basis of the functioning of the detective department is that it will 

be exclusively employed and devoted to the investigation of crime with 

expeditions. 

 (b) The members of the detective department are members of the uniformed force 

of the district and will be taken from the District Police strength and are liable 

to transfer to the uniformed branch for any reason. An officer posted to the 

detective department should be a man of good repute, and of determined 

efficiency and should not be transferred out of the department for a minimum 

period of two years. Their assignment to the detective department depends 

upon their proficiency in detection and investigation work. The internal 

transfer of detective officers may be done by the Supdt. of Police Incharge 

Detective Staff. 

 (c) Successful criminal detection work rests on four basic procedures : 

  (i) Meticulous recording and indexing of crimes committed and Police 

action taken. 

  (ii) Development of numerous confidential sources of both general and 

criminal information. Efficiency in utilizing various sources of 

information is essential for this  purpose. 

  (iii) Accurate identification of persons and of traces, and 

  (iv) Efficient means for selecting and supervising detective officers. 

 (d) Efficient detection still depends and must always depend mainly upon the 

capacity of the  Police to obtain, sift and draw deductions from                     

information coming from all sorts of sources and all sorts and 

conditions of people in all walks of life. For this purpose a state of 

mutual understanding between Police and Public is essential. This 

is essentially so in the case of crimes committed by local residents 

about which local information can be available and perused. In 

other types of crimes e.g. fraud, false pretences, some forms of 

thefts and burglary and house-breaking, criminals come from or 

flee to distant areas. The requirements of investigation call for 

measures by which the energies of the Police over a wide area can 

be bent upon the problem of finding the wanted man or the missing 

property as the case may be. This requires the institution of specific 

machinery for Police co-operation both between the detective and 

uniformed branch as well as between the different Police forces to 

meet purposes of many kinds in the matter of enquiries, records, 

communications etc, and, indeed, every branch of detective and 

investigative work. 

 (e) Detective officers will be careful in their enquiries not to endanger 

unnecessarily the reputation of any person who may be the subject 

of investigation. They shall at all times be courteous, patient and 

considerate in speech and manner. 



 (f) Crimes that are successfully completed are, as a rule, committed by 

those who plan before they act. To detect and arrest offenders in 

this class, the investigation at the scene of the crime must be 

careful and thorough; nothing will be taken for granted. Detective 

Officers must avoid hasty conclusions based only upon information 

submitted at  the time a complaint is received. Accurate and logical 

conclusions must be based on facts ascertained by  thorough 

investigation. 

 (g) Detective Officers shall maintain all forms, memoranda note books, 

case diaries and other required documents under the Police Rules in 

which they shall keep an accurate record of their daily activities 

and duties performed. 

 (h) Commanding Officers of detective department will confer with the 

Commanding Officers of the law and order, patrol force and other 

staff of the Police Stations in all cases of importance occurring 

between their co-extensive jurisdictions. 

 

Registration Of Cases 

6. (a) As detective officers are members of the uniformed force with a 

specialist function, the foundations of their work will be the 

Criminal Procedure Code and other Laws as well as the Police Act 

and Punjab Police Rules, in the method of writing of case diaries 

and investigations etc. to the final conclusion of the case in the 

court. 

 (b) According to the Criminal Procedure Code the cases are to be 

registered at the Police Station in which the concerned place of 

crime falls. It will be the responsibility of the SHOs to register 

F.I.Rs as prescribed in the law as well as under the Police Rules 

carefully, intelligently in the  light                  of the practical 

police work experience and training that has been given to them in 

the Training College in the recording of F.I.Rs and avoiding of the 

obvious pit-falls in such record. The F.I.R is the basis of the entire 

case and its proper and prompt recording at the Police Station by 

the senior most officer present and particularly by the SHO, cannot 

be over-emphasised. 

 (c) The preliminary investigation of crimes reported shall be the                  

responsibility of the uniformed Police Station staff and patrolling 

officers as well as by the Detective ASI on the Police Station 

strength, if he is                not otherwise engaged on some 

investigation out in the Ilaqa and the                    follow up 



investigation shall be the responsibility of the Detective                  

Officers. 

 d) Upon receipt of the information of the commission of such offence, 

it shall be the duty of the officer incharge recording the FIR to 

immediately inform: 

  (i) The nearest detective officer ear-marked for the area. 

  (ii) Sub-Divisional C.O. Incharge of the Police Station (he may not 

be of the Detective Department). 

  (iii) G.O. Incharge of the Detective Department or  the Area 

Inspector, if there is such an officer  posted in the Sub-

Division or area in which his Police Station falls. 

  (iv) S.P. Incharge of Detective Department at the District 

Headquarters. 

    Besides sending the reports to the Magistrates, in these 

cases, such information will be communicated by telephone 

wireless or               by special messenger whichever is the 

quickest means available                 of sending such 

information. The time of recording of FIR and the time on 

which this information is passed on the above mentioned 

officers will be recorded in the Daily Diary of the Police 

Station. The time at which the information is received by the 

officers named above, shall also be noted by them in 

appropriate Daily Diaries or records maintained by them at 

their Headquarters. 

    It shall be no excuse for the Police Station Staff recording               

the F.I.R. for not sending the information because of the night 

or inclement weather, for it is essential that information 

reaches                   without the least possible delay so that the 

Detective and Investigative Staff can be on the scene of crime 

even during the night with all their Specialised Squads as the 

nature of all cases require and they can take over the 

investigation immediately on arrival and carry it forward. 

 (e) Preliminary Investigation. Upon receipt of such information, the 

SHO of Police Station or the Detective Officer available at the 

Police Station at the time when the FIR is recorded shall proceed 

forthwith to the scene of crime and start the preliminary 

investigation of the crime till he is relieved by the arrival of 

Detective Department Officers. If the Detective Department Officer 

happens to be at the place e.g. at the Distt. Headquarters of the 

Detective Department or the presence of the Flying Squad, or Sub-

Divisional or Area Headquarters of Detectives Officers located in 



the rural or town Police Stations or the Detective Investigation 

Officer attached to and located for each Police Station, he should 

take over as far as possible, even the preliminary investigation. 

Where it is not so taken up, the preliminary investigation shall be 

logically and legally the responsibility of the local Police Station 

staff. In the same manner, the DSP Incharge of the Sub-Division 

under whom the Police Station concerned lies should proceed to the 

spot. In most serious cases like murder, the G.O. Incharge of the 

Sub-Division, G.O. or the senior most Detective Officer assigned to 

that area in the Sub-Division as well as the S.P. i/c Detective 

Department and his G.O. alongwith the Specialist Units shall 

proceed to the spot. Such cases requiring the presence of all these 

officers will be of murder, culpable homicide not amounting to                              

murder, and dacoity etc. In case of high-way robbery which does 

not involve death, kidnapping abduction and rape, the S.P. i/c 

Detective Department may depute, if he himself cannot go, any 

officer from his Headquarters Staff to visit the scene alongwith the 

other specialist staff to deal with the case but the Detective G.O. 

for the concerned Police Station should automatically go to the spot as 

well the Executive G.O. i/c of the Sub-Division. 

 

Some Specific Instructions on Criminal Investigation 

7. (a) Preservation of Clues. The officer first arriving at the scene of a crime 

should do all that is possible to arrest the offender and prevent his escape. 

Then (unless he is the officer who will carry on the investigation) he should, 

pending arrival of the Detective/Inevestigating Officer as stipulated in paras 

above, should do everything possible to prevent anyone tresspassing on the 

premises upon which the crime took  place and ensure that nothing is touched 

or moved. He should also avoid touching things himself lest his finger prints 

are left on them. 

 (b) The officers must act cautiously when as explosivehas been used in an 

unsuccessful attempt to force open a safe as some of the substance may 

remain and be easily exploded by an in-experienced person tampering with it. 

Duties of Investigating Officers 

8. (a) First Step.  The Investigating Officers' first step should be to survey the 

surroundings attentively and take stock of the situation; then to find the 

persons who can supply useful information. Sightseers and persons with no 

knowledge of facts should be excluded. 

 (b) If the officer has any reason to believe that some explosive is still  present 

(this will apply in every unsuccessful attempt) he will ask for experts who 

could identify and search for the unexploded substance. 

 (c) In all cases u/s 302, 304 IPC or accidents in which death occurs, smash and 

grab raid, dacoity, highway robbery, attempted arson, suicide or presumed 

accident and rioting the first step will be the taking of photographs of the 

scene of crime by the photographer. Photographs, properly taken, are 



explanatory and definitely useful in supplementing notes and plans in assisting  

the memory and in helping the court to visualize the scene. First comes 

photography before anything is moved. The photographer will take pictures of 

the scene, and of the dead human body from all possible directions, and the 

body and the personal effects will not be moved, unless it is done. The 

photographs in general be of (i) the scene itself (ii) the points of entry and exit 

(iii) all points where traces of crime are found or where they might have been 

expected but where, in fact, there are none (iv) the scene from spots where 

witnesses have seen or could have seen anything. Reference points from 

which the photographs are taken being marked on a diagram of the scene. 

After this preliminary work is done, starts the systematic search of the scene 

of crime, in a definite order and methodically, whether inside a 

building or in the open. If in the open, all access to the scene of 

crime should be prevented and care taken to protect from the 

weather any traces (foot prints or stains) which may be discovered. 

The photographer will also take the finger prints of the deceased, 

and on any other article to see the presence of any other person that 

may have been in the room at the time of occurrence who may be 

connected with the crime. Alongwith the SHO and the Homicide 

Squad Officers, he will examine the premises and all objects and 

articles therein for finger prints. These Finger Prints will be 

forwarded without delay to the Director, FPB for classification and 

search of files. 

 (d) The preliminary investigation will consist of (i) interviewing the 

victim and witnesses present at the scene (ii) transmitting 

information                                    about the identity of the 

criminal or a description of him and of stolen property to the Hqrs. 

to expedite the pursuit and capture of the criminal, the recovery of 

property and the preparation of necessary record, (iii)  searching 

for and interviewing wittnesses not at the scene (iv) investigating 

leads uncovered upto the point that delay would not jeopardise the 

success of the investigation, and (v) discovering and interrogating 

suspects and arresting them when there is evidence of guilt. 

  The continuation investigation when the Detective Investigation 

Officers take over, will include (i) review, consolidation and 

analysis of the reports of officers  relating to their action and 

discoveries in the first steps,                        (ii) further interview 

of the victim and of the witnesses (such re-interview is desirable in 

all but minor crimes; it often provides additional important facts 

discovered or recalled since the preliminary interview; it also 

favourably impresses the victim with the interest of the police and 

the thoroughness of their investigation, and in effect, verification 

of the investigation done by the junior officers); (iii) identification 

of crime                      through Modus Operandi (iv) search of 

stolen property from the suspected receivers or recovery of 

weapons used in crime (v) investigation of                        the 



activities of likely suspects (vi) obtaining information as to the                    

criminal background and disposal of property from elements who 

may be informed on such matters; (vii) planning organised police 

action directed at discovering additional physical evidence or 

wittnesses, the stolen property, or information on the suspects and 

(viii) planning the dissemination of information relating to the crime, 

property stolen, the criminal, or suspects. 

 (e) When the officers of the Detective Department arrive on the scene, 

they would take over the investigation forth-with from the point 

where the preliminary investigation was discontinued and the senior 

most officer of the Detective Department will take such help of the   

local police station staff as well as the Executive DSP Incharge of 

the Police Station in any manner as he may deem proper. It will be 

the duty of the local Police Station staff to help in the pursuit and 

arrest of offenders or in the calling of witnesses for interrogation 

by the detective staff, but the responsibilty for the arrest of the 

offender, preparation of the case for presentation in court and, thus, 

the final clearance of the case and challan will pass on to the 

Detective Department. 

 (f) Gazetted Officers both of the Detective Department as well as the 

Executive D.S.P. i/c of the Sub-Division will, thus, be enabled at 

the very start of the investigation, to confer on all the facts of case 

and the course of investigation in the light of their observations and 

knowledge of locality and offenders and important persons who 

could provide further help or clues in the tracing of the crime and 

arrest of offenders. They shall keep in constant touch with 

developments of serious crimes so that they can intelligently 

discuss them and effectively supervise investigations in such cases 

to bring them to a successful conclusion expeditiously. 

 (g) The Investigating Officers shall make accurate notes for 

incorporation in the case diaries. A sketch, if possible, drawn to 

scale or plan is always useful and even mandatory in murder cases. 

Accurate detailed notes should be made of such details as foot 

prints, marks of tools and traces of blood and of the position of the 

articles left behind by the offenders. Memory alone must not be 

relied upon. No article should be touched or moved until it has been 

minutely examined and described in the officer’s note book. 

Photographs will assist in establishing the accuracy of the plan. 

 (h) For examining the scene of crime detailed instructions are 

embodied in the Police Rules and in training in Practical Police 

work at Training College. Experience shows that exhaustive 

examination of unlikely places of concealment e.g. in the folds of a 

newspaper, a hollow key, the lining of a picture frame, loose bricks 

in walls etc. is necessary. Laundry marks both visible and invisible 



must be examined. Invisible marks on articles of some nature/type 

can be examined under Ultraviolet Rays. 

 (i) In other less serious cases, the Detective Officer located in the 

Police Station taking over the investigation will communicate with 

his supervisory officers and keep them informed about the 

investigation of the crime and take such help of the local Police and 

of the other Area Detective Officers and such directions as his 

supervisory officers, both Executive & Detective Deptt; may give. 

 (j) Where the criminals are unknown, Police Dogs should be 

immediately used and they should be requested in the first instance 

by the officer recording the F.I.R.at the Police Station or this 

should be decided by the Detective Officers proceeding to the spot 

on receipt of such information. 

 

Assistance of The Press 

9. (a) If the officer incharge of the case considers the assistance of the 

press desirable, he should communicate with the S.P.Incharge 

Detective Deptt. who will make official arrangement with the press. 

Information should not be given to the pressmen at the scene of the 

enquiry nor at the Police Station except as directed by the Supdt. of 

Police. No request is to be made to the Press to publish the 

photographs of the prisoner or accused wanted by the Police 

without sanction of the S.P. incharge of the Detective Deptt. 

 (b)  Television : Television and Radio facilities should be utilized in 

dissemination of criminal intelligence or description of the wanted 

persons or otherwise to inform to elicit public support in crime 

prevention and detective operations, under orders of the S.P. i/c of 

the Detective Department. 

 

Mutual Co-operation Between Local Police and the Detective Officers 

10. (a)   Each Detective and Investigating Officer in a Sub Division will be 

incharge of certain Police Stations which are given to his 

responsibility for investigation work. He will work in close co-

operation with the SHOs and Executive Sub-Divisional Police 

Officers incharge of the normal Thana staffs. 

 (b)  The Detective Officers shall, at all times, show due deference to the 

Sub-Divisional Police Officers of rank higher to them and keep 

them informed of the progress of investigation and need of any 

assistance from the local Police, though they are directly 

responsible to the S.P. of the Detective Department for their 

investigation work through their Area or Sub-Divisional Detective 

D.S.Ps. 

 (c)   The Detective Officers of all ranks shall send a Daily Diary of their 

work with time spent on duty, with the nature of work done, 

together with a brief statement of crime as reported and detected 



upto-date to the Supdt. of Police incharge of Detective Department 

with a copy to the Executive Sub-Divisional Police Officer incharge 

of the Police Station. These diaries will be perused by the 

S.P.Incharge of the Detective Department and passed  on to the 

statistics section for collation and tabulation with such orders that 

the S.P. may desire to give. 

 (d)  The S.P./incharge Detective Department will keep the Officer 

incharge of the Patrol and law and order duties and to enable the 

latter to plan the preventive work operations for the whole district 

in the light of the incidence and detection of crime. 

 (e) Police Station Officers should be associated with the investigation 

as much as necessary before or after the responsibility of 

investigation has been assumed by the Detective Officers. It should 

be noted that even after the Police Station Staff withdraw from the 

active investigation, they should not lose interest in the cases and 

will pass on any useful information that they may acquire during 

their executive work to the Detective Department Officers. 

 (f) It will be the joint responsibility of both the Detective Officers as 

well as the Police Station Officers to keep the witnesses straight 

and help in effective ‘pairvi’ of the cases in court. The Police 

Station Officers will carry out in letter and spirit any directions 

given by the Senior Detective Department Officers on this issue. 

 (g)  Executive Gazetted Officers i/c of Police Stations will ensure that 

local SHOs are prompt in sending information to the Detective 

Officers as laid down in this order without delay and that the 

Detective Officers in their area attend to the calls made promptly. 

They should interest themselves in the movement and working in 

their Sub-Divisions and ensure that there is no lack of promptness 

in attending to crimes in their areas. 

 (h) In so far as applicable, the rules for patrolmen shall apply to 

members of the force assigned as Detective Investigators. The fact 

that they are detailed to special service in detection and prevention 

of crime shall not be construed as relieving them of the 

responsibility of taking prompt and effective action in the matter of 

any violation of the laws and regulations coming to their attention. 

 

Criminal Record Office 

11. (a) Use of records. The assistance which can be obtained from Police 

records in the investigation of the crime falls into four well defined 

stages : 

  (i) The first is a search in the local records kept by the Police 

Stations in the form of Village Crime Registers (all parts), 

History-Sheets, Personal Files (numbered and un-numbered), 

Bad Character Rolls issued and received, Information Sheets. 



These records are of great help in clearing up crime committed 

by local criminals. 

  (ii) The second stage is the Criminal Record Office at the District 

Headquarters as part of the Central Investigation Agency to 

which Police Stations of the District send particulars of many 

types of crimes, modus operandi etc. Single Digit Finger Print 

are also maintained by this Criminal Record Office. 

  (iii) The third stage is the records of the Finger Print Bereau, 

Phillaur, which maintains classified Finger Prints of convicted 

criminals and also Single Digit Finger Prints of Criminals 

found at the scene of crime. 

  (iv) The fourth stage is the Criminal Records maintained at the 

Headquarters of the Punjab Criminal Investigation Department 

at Chandigarh under the Superintendent of Police, Crime. 

 (b) Modus Operandi System is based on two points: 

  (i) Personal nature of the crime; 

  (ii) Some information as to who committed what crime. 

   Thus the M. O. Records are like a vast detective brain and a 

store house of knowledge. A man may not leave any Finger 

Print but he cannot avoid leaving some trace of him on the 

scene of crime. 

 (c) In due course, all these Criminal Records will be centrally 

computerized, for which action is under way, at the CID Police 

Headquarters at Chandigarh. When it is completed, it will maintain 

the only complete register of all criminals in the State. 

 (d) The other class is the records of the travelling criminals, like criminals 

indulging in false pretences who commit meaner crimes at one place and then 

move out of the District or those who operate from a given Centre and commit 

their crimes in another Police District. This class is likely to be unknown to 

the Police in the District in which they operate and it seems fair to assume that 

this class is responsible for much of the crime that is not detected. 

 (e) The present arrangements for clearing up crime are inadequate 

generally with insufficiency of records built up at the C. R. O., in 

the C. I. A., or at the C. I. D. Headquarters at Chandigarh and the 

lack of  knowledge or unwillingness or inability of the Thana 

Investigating Officers to make use of whatever records are 

available at any of these Centres in detective work to trace 

criminals. Nor has the omnibus character of the duties of Police 

Station Staff during the last 34 years shown even a slight change 

for the better in the system of using criminal records in clearing up 

crimes. This deficiency can only be made up by a functional change 

in the creation of a specialist class of officers in the Detective and 

Investigation Department as laid down in this order. 



 (f) The existing orders and procedures for the maintenance of the 

Criminal Records in the C. I. A. and the Central Criminal Records 

at C. I. D.  

   Headquarters at Chandigarh and at the Finger Print Bureau 

Phillaur will continue in force. The Detective Department officers 

shall be in a better position to use these Criminal Records as the 

Clearing House of information on Crimes. For this purpose, the 

Criminal Records Office (formerly in the CIA building) will now be 

housed and maintained near the office of the Supdt. of Police i/c 

Detective Department, so that a proper habit is induced in 

Investigating Officers and maximum benefit is derived from these 

records in clearing up crimes. 

 (g) Criminal Investigating Agency : The provisions of Police Rule 

21.35 on the working of CIAs, in so far as they are operative in the 

investigation of crimes and the manner of crime investigation etc., 

with necessary  changes as embodied in this Standing Order, will 

continue to be in force. Similarly, the provisions of the Standing 

Order on CIA issued from this Headquarters some years ago, 

mutatis mutandis, will continue to be in force. 

 (h) The Case Diaries will be written in the manner prescribed in the 

relevant Police Rules by the Detective Officers and will finally be 

disposed of  under the orders of the Supdt. of Police i/c of the 

Detective Department. 

 (i) Co-Operation with Thana Staffs and Criminal Intelligence from 

Police Stations. SHOs and Thana officers shall frequently visit the 

Headquarters of the Supdt. of Police i/c Detective Department and 

the Gazetted Officers of the Detective Department of his area and 

discuss the crime situation and exchange criminal intelligence with 

them. The                 S. P. i/c of the Detective Department and 

other senior officers of his Department shall be competent to call 

the Thana Officers as and when they require and ask them to help 

the Detective Officers in the investigation of cases, arrest of 

absconders and Proclaimed Offenders in the manner deemed best by 

the S. P. i/c Detective Deptt. or his officers. The Thana Officers 

shall have a complete grasp of the principles and percepts 

forhandling criminal intelligence in Police Stations. Police Rules 

22.9, 22.60, 22.76, 23.8, 23.11 and 23.15 should be used in practice 

by the Thana Officers and information collected by them 

incorporated in the weekly criminal intelligence from their Police 

Stations to the S.P. Detective Department for C. I. Gazette and use 

in investigations. 

 (j) List of Criminals. All Detective Officers shall prepare and keep a 

list of P.Os and Habitual Offenders concerning the offences with 

the modus operandi etc. and check their present means of livelihood 

and associates. 



 (k) Information Sheets.As in the C. I. A.,Information Sheets by the 

Detective Officers will be issued, in triplicate. One copy will be 

sent to the Supervisory Officer Incharge of the Detective 

Department of the Headquarters and the other two to the Police 

Station in which the case is registered by the quickest possible 

means so that the home Police Station gets to know its criminals 

including dacoits and burglars etc. and then take them on their 

proper surveillance records. Information Sheets issued from the 

Detective Department officers should be entered in Register No. 

XII of the Police Station where the case is registered as if they had 

been issued by the Thana Staff from their own Police Station before 

despatch to the home Police Station of which the criminal is a 

resident. The Police Stations receiving information sheets 

emanating from the Detective Officers and issuing from the Police 

Stations in which the case is registered should reply direct to the 

Detective Officers who will, after perusal of the information, pass 

on the same to the local Police Stations of issue, where the original 

Information Sheets will be filed in village bundles according to 

crime as prescribed in Police Rules. 

 (l) Co-operation with CID, Punjab  

  (i) The Detective Department of each district shall keep in close  

contact, for the supply and receipt of criminal intelligence, 

with the Supdt. of Police, Crime, CID and his Modus Operandi 

and Central Criminal Records Department. 

  (ii) The Deputy Inspector-General of Police, CID, will visit the                  

Detective and Investigation Departments in several Districts to 

see that they are developing and working on proper lines 

prescribed in this Standing Order and remove or cause to be 

removed such difficulties as are encountered in the process by 

bringing them to the notice of the Inspector General of Police. 

 (m) Criminal Intelligence Gazette 

  (i) A weekly Criminal Intelligence Gazette should be issued under 

the authority of the S. P. i/c Detective Department. The 

Gazette should be carefully prepared on modern lines with the 

latest information on criminals or crimes and ancillary matters. 

  (ii) Detective ASIs from each Police Station and Crime Area shall 

send a weekly report, approved and countersigned by SHOs in 

the manner prescribed by the Supdt. of Police i/c Detective 

Department regarding criminal intelligence collected by the 

Thana Officers and Constables during the week through 

patrolling and visits to villages, visits of Village Chowkidars 

to the Police Stations and information on known and active B. 

Cs, present or absent, progress in arrest of P. Os etc. 

 (n) Hand Book of Scientific Aids 



  (i) A copy of the Handbook of Scientific Aids to Criminal 

Investigation prepared by the Intelligence Bureau, M. H. A. 

should be issued to each Detective and Investigating Officer of 

the Detective Department and to each Station House Officer in 

the District. 

  (ii) On transfer to other duties, this Handbook should be returned 

to the Criminal Record Office, for distribution and issue to the 

newly appointed Detective Officer. The Handbook issued to 

the SHO shall be part of the Govt. property along with other 

police publications and books taken on charge in the police 

and will be, in this manner, available to the succeeding Station 

House Officer of the Police Station. 

 (o) Crime Registers 

  (i) Each Detective Officer entrusted with investigation duties 

shall maintain a Crime Register of all cases which are taken up 

by him for investigation, showing daily progress of 

investigation. 

  (ii) The Supervisory Detective Officers i/c of the Area or Sub-             

Divisional Crime shall maintain similar Crime Registers as                  

prescribed in the Police Rules for the cases under investigation 

in their Supervisory Charge or personally investigated by 

them. 

  (iii) The Supervisory Officers will check the registers maintained 

by their subordinate Detective Officers of the Detective Deptt. 

and give them guidance in the further investigation of cases 

and ensuring. expeditious conclusion of investigations. 

  (iv) The Supdt. of Police i/c of the Detective Department shall 

keep the Crime Registers for all investigations, police station-

wise, as are prescribed for the District Supdt. of Police under 

the Police Rules. 

 

Responsibilities of the District SP and SP i/c Detective Department 

12. (a)   As overall Commanding Officers of the District Police, the District               

Supdts. of Police shall issue special subsidiary orders keeping in 

view         the local situation of Police Stations, into Sub-Divisions, 

geography,      means of communication etc, in carrying out 

effectively, the provisions    of this Standing Order. The Special 

Orders should be approved by the Range D.Is.G. who would ensure 

that the administrative arrangements are properly made, 

organisatioanl framework is well arranged, mobility of staffs 

ensured with adequate transport and proper lines of communication, 

control and command, discipline and responsibilities          of the 

Gazetted Officers both of the Detective Department as well as of 

the remaining Executive Police Station Staffs established to ensure 



mutual consultation and cooperation, for the efficiency and success 

of the Detective Operations. 

 (b) The S.P. i/c of the Detective Department shall be responsible to 

closely supervise its working and its field investigations for 

apprehending, interrogating and prosecuting the offenders and 

general operational efficiency and take personal interest in the 

investigation of cases taken on by his Department so that abuses 

arising from out-dated Police attitudes are removed. 

 (c)  S.P. i/c Detective Department will ensure that murders, dacoities 

and cases u/s 304 IPC are personally investigated by the G.Os from 

the beginning to the final challan in court and that cases of highway 

robbery, kidnapping/abduction and rape are investigated under their 

personal supervision by senior Detective Officers, for which the 

G.Os will be personally accountable. 

 (d)  Inspectors, S.Is, A.S.Is and H.Cs of the Detective Department will 

be assigned to specilalist staffs or Area Detective Officers or 

Investigations of Crime, for the success or failure of which they 

will be held accountable. 

 (e) The A.S.I. of the Detective Staff at the Police Station will similarly 

take over investigations at the Police Station as become the duties 

of the Detective Department. 

 (f)  The supervisory staff of the Detective Department shall inspect 

once a month the work of the detective staff under their control and 

ensure mutual co-operation and that the local police do not lose 

their sense of responsibility for the investigation of crimes 

registered in their Police Stations and that this Standing Order is 

carefully obeyed. 

 (g) S.P.  i/c of the Detective Department may permit other competent 

Thana Investigating Officers to continue with the investigations 

where the preliminary investigations were done by them and the 

cases are of a straight forward nature but the responsibility for 

expeditious conclusions and challans will rest on the supervisory 

Detective Gazetted Officer of the area. Care shall be taken that 

investigations so entrusted to Thana Staff are few in number. 

 (h) The District S.P. and S.P. i/c of the Detective Department will be 

held responsible to ensure that investigations are conducted in a 

straight forward manner, falsely implicated accused are cleared and 

corruption and torture by unscrupulous Investigating Officers are 

eradicated with promptness and a firm hand so that the public and 

the public esteem  in Police fairness, in methods of investigation 

and interrogation and honesty is gained leading to a better mutual 

confidence between the Police and the public for the greater 

objective of Social Defence and success for police operations in the 

maintenance of law and order. 



 (i) The Distt. S.Ps and S.P. i/c Detective Department shall promote co-

operation between Police, the Magistrates and Distt. & Session 

Judges to win their support for reliance on the prosecution agency, 

straighter police methods of investigation, prompt service of 

summons and other processes and expeditious trials in courts. 

 (j) Above all, the Distt. S.P. i/c Detective Department in co-operation 

with the S.P. or D.S.P. i/c of the Executive, patrol work for 

prevention of crime in the District, must personally display a high 

grade of devotion to duty, painstaking labour and energy and expect 

the same from their subordinate officers (Gazetted Officers, N.G.Os 

and O.Rs) for the successful working of this functional 

Organisation of the Department. 

 (k) The District S.P. will be the overall incharge of the entire District 

Police administration including the specialist staff called the 

Detective  Department. He will be competent to direct any re-

investigation of cases or assigning of diffferent officers to any 

particular case as suits best to the interest of the case and the 

general reputation of the Police. In any matter which falls within 

the purview of this order and the provisions of Police Rules, his 

orders shall be final. He will further see by checking of the various 

officers of the Investigation Department, including that of the S.P. 

of the Detective Department, that the investigations are being 

conducted expeditiously, fairly and above all that the reputation of 

Police of both the Patrol and Detective Divisions and co-opration in 

the prevention and detection of crime, in honesty and in efficiency 

is maintained and promoted. The S.P. Incharge of the Detective 

Department will be subordinate to the District Supdt. of Police and 

shall render him all reports of crime and returns so that the District 

S.P. is kept fully informed of the occurrence of crime and its 

investigation and can devise in consultation with both the Detective 

Division and the Patrol Division co-ordinating measures for better 

prevention and detection of crime and arrest of absconders and 

proclaimed offenders. 

 

Effective Date 

13. This order will be effective from 15.8.1977. 

 

    Sd/- 

    (B.S. Danewalia) I.P.S., 

Dated: Inspector General of Police, Punjab. 

 

ANNEXURE 

Statement & Distribution of Police Officers and Men Who Will Work in the 

Investigation and Detection Organisation in the Districts. 



  Addl. DSP. Inspr. S.I. ASI. Head Const.  

  S.P.     Constable 

1. Amritsar 1 2 3 10 27 10 106 

2. Ludhiana 1 2 3 10 22 10 96 

3. Jullundur 1 2 3 10 20 10 92 

4. Patiala 1 2 3 8 21 8 86 

5. Bhatinda 1 2 2 8 20 8 82 

6. Ferozepur 1 2 3 8 18 8 80 

7. Faridkot 1 2 3 8 17 8 78 

8. Sangrur 1 2 2 8 19 8 80 

9. Gurdaspur 1 2 2 8 17 8 76 

10. Hoshiarpur - 1 3 5 12 5 52 

11. Roopnagar - 1 3 5 10 5 48 

12. Kapurthala - 1 3 5 8 5 44 

1. The above allocation of strength has been done on the below-mentioned norms : 

 (a) In each Police Station there would be 1 ASI and 2 Constables in the Detection 

Investigation Wing. 

 (b) At each District Headquarters there would be special squads to investigate 

heinous and specialised crimes. Each squad shall comprise of 1 S.I., 1 Head 

Constable and 4 Constables. The number of such squads in Amritsar, 

Jullundur and Ludhiana districts would be 8 in each; in Patiala, Sangrur, 

Gurdaspur, Ferozepure, Faridkot and Bhatinda 7 in each, and Roopnagar, 

Kapurthala, Hoshiarpur 4 in each. 

 (c) Contingency Reserve at the scale of 10 per cent has been provided in the ranks 

of S.I., ASI and Head Constables. 

 (d) One additional DSP will be provided to each of the districts of Amritsar, 

Jullundur, Ludhiana, Patiala, Sangrur, Gurdaspur, Ferozepur, Fridkot, 

Bhatinda and Hoshiapur. 

 

 

Shri Birbal Nath, I.P.S., 

Director General of Police, Punjab 
To 

 1. All Deputy Inspectors General of Police, in Punjab. 

 2. All Senior Superintendents/Superintendents of Police in Punjab. 

 3. Principal, Police Training College, Phillaur. 

 4. Assistant Inspector General, Government Railway Police, Punjab. 

 5. Assistant Inspector General of Police, Traffic, Punjab. 



 

No. 6619-36/TT-5 Dated Chandigarh the  

30th of  September, 1980 

 

Amendment/clarification of I.G.P's Standing 

Order No. 51 regarding Detective and 

Investigation Department in the Districts. 

 

Memorandum 

1. The working of the Detective and Investigation Wing of the District Police, which 

was separated from the law and order duties, in August 1977, has been reviewed, 

and in order to eliminate some of the drawbacks, which have come to notice during 

its actual working, the following amendments/claifications are ordered:- 

 (a) In Amritsar, Patiala and Bhatinda districts, Additional Superintendents of 

Police are sanctioned, exclusively for detection work. In Jullundur, Ludhiana, 

Gurdaspur, Hoshiarpur, Ferozepur, Faridkot and Sangrur, Additional 

Superintendents of Police are santioned, who apart from assisting the Senior 

Superintendent of Police are also required to head the Detective Wings of 

these districts. In the districts of Kapurthala and Ropar, Deputy 

Superintendent of Police (Detective) shall visit all spots of occurrence of cases 

of murder, culpable homicide, dacoity, robbery and in all other cases as 

directed by the S.S.P./S.P. Incharge of the district and if they are unable to 

cope with this work, S.S.P./S.P. of the district may entrust a part of the work 

pertaining to a visit to the spot of occurrence to another S.P./D.S.P. 

 b) At each District Headquarter there would be three specialised staffs, namely:- 

  (i) Homicide squad. It will deal with cases of blind murder; untraced cases 

of culpable homicide, attempt to murder, rape and kidnapping/abduction 

and other cases as are entrusted to it by the District S.S.P/S.P. This 

Squad would be headed by a S.P. and in smaller districts by an 

Inspector. 

  (ii) Miscellaneous Squad. This Squad will investigate all cases of dacoity, 

robbery, 382 IPC and such other cases in which the value of the stolen 

property exceeds Rs. 1500/- and will be headed by a D.S.P./Inspector. 

  (iii) Miscellaneous Squad. This Squad will deal with white-collar crimes, 

viz. cases of fraud, checting, embezzlement, etc. and would be headed 

by an Inspector of Police. 

 (c) Depending on the size of the Police Supervisory Circle, each such circle or a 

block of two such supervisory circles will have two specialised staffs, 

namely:- 

  (i) Subsidiary Property Squad, and  

  (ii) Miscellaneous Squad. 



   These specialised Squads will function under Addl.S.P/D.S.P. 

(Detective) of the district. 

 (d) The separation between the Detective Investigation Wing and the Law and 

Order Wing at the Police Station level would continue as at present, but the 

S.H.O. will be incharge of both the wings and shall be completely responsible 

for the entire Police Station work. 

 (e) The strength or the various specialised Squads should be carefully detemined 

by the District S.S.Ps/S.Ps. keeping in view the quantum of work and the 

availability of staff with them. They shall, however, get these strengths 

approved from their Range D.Is.G. 

 

 

   Sd/- 

   (Birbal Nath) I.P.S., 

Director General or Police, Punjab, 

Chandigarh 

 

INSPECTOR GENERAL’S STANDING ORDER NO. 41 

 

Chapter XXV 

 

Investigation 

 

1. It has been noticed that Police officers seldom realise how science can 

help them if they have not been taught the rudiments of scientific 

investigation. Many times murder cases are badly bungled due to a lack 

of observation not to take a proper care of exhibits. Failure in case-work 

is not always due to ignorance or what is required, but to neglect or 

what has already been taught and what is laid down in the existing rules. 

For many years the Chemical Examiner has added to his annual reports, 

notes of interesting and important cases with which he has dealt and 

criticism of the work on the medical officers have been given the 

publicity they deserve and they have probably not been seen by the 

officers and they have been deprived of the information and experience 

of great value and it means further that faults in Police procedure 

detected by the Chemical Examiner have not been brought to the notice 

of all Investigating Officers and have thus been repeated over and over 

again to the embarrassment of the Chemical Examiner and the 

deteriment of important cases. 

2. The knowledge that the Chemical Examiner’s criticism might escape the 

notice of many Police Officers led to the embodiment of most of the 

notes culled from his annual reports are in the Police Rules. The rules to 

which special attention is now invited are all contained in chapter XXV, 

the most important being Rule, 14, 15, 19, 25, 26, 41, 42 and 43. These 



Rules indicate the nature and extent of the assistance which science can 

render to Investigating Officers and Surerintendents of Police should see 

that their officers read these rules once again and comply with them 

carefully.  

 I would invite special attention to Police Rule 25.41. Item (iii) of 

paragraph (2) of this rule requires all exhibits suspected to contain 

stains (both blood and seminal) to be thoroughly dried before being 

packed and despatched for examination. The safest way of drying 

exhibits is to expose them to the sun. Item (V) of the same rule is also 

frequently neglected and the Chemical Examiner has in his annual 

reports frequently drawn attention to the failure of officers to pack sharp 

edged and pointed exhibits in the correct way. Item (vii) also requires 

the attention of the officers. Very often labels and letter are glued on the 

top of stains on the exhibits and they thus interfere with analysis. All the 

notes to Police Rule 25.41(2) should receive attention, particularly 3 and 

4. It is to be hoped that all Police Officers now realise that exhibits 

concerned with cases of murder, hurt or violence should be sent direct to 

the Chemical Examiner and that all the exhibits in a case should be 

despatched under one covering letter. 

3. The instructions, dealing with the packing of articles sent for chemical 

examination as laid down in Police Rule 25.41(2) are not being 

observed. There should be no hesitation in taking departmental action 

against officers who offend the rules in this connection, particularly 

Sub-paragraphs (iii) and (iv) of Rule 25. 41(2) which deal with blood 

stained weapon and exhibits suspected to contain stains. 

4. Police Rule 25.42 and its appendix containing instructions for dealing 

with explosives or subjects suspected of being explosives, should be 

studied with great care. Cases have come to notice in which bombs and 

other explosives have been carelessly handled and in a few cases 

explosive substances have been sent for examination by post. This was 

all the more dangerous because no attempt had been made to render 

them harmless before despatch. 

5. Gazetted Officers should satisfy themselves that all Police Officers are 

fully acquainted with the requirements of Police Rules in these matters. 

Disciplinary action should be taken against officers found to have 

neglected the prescribed procedure. Only by strict observance of the 

very detailed Police Rules, it can be hoped to obviate the faults to which 

the Chemical Examiner had drawn attention. The object of his criticism 

is to help the Police and to save their cases from being dragged. In 

future, Superintendents of Police should re-publish in their district 



gazettes such extracts from the Chemical Examier’s Anual Reports as 

may bear on Police working and procedure. 

 

    Sd/- 

    (A. Kumar) 

Dated: Inspector General of Police, Punjab. 

 

DIRECTOR-GENERAL'S STANDING 

ORDER NO. 1 OF 1982 

 

Regarding "Time Response" 

 

1. As you are aware Police deals with emergencies. It has to move with 

swiftness into areas of disaster to save human life and property. Such 

disasters may be human tragedies due to violent or natural calamities, 

such as fires, floods, serious vehicle and train accidents. If there is delay 

in the Police contingent moving to places where human life and property 

are threatened, the Police defeats the very purpose of its existence.  

2. With this object in view, all over the world, Police is being provided 

with the quickest possible means of communication and transportation. 

Induction of wireless sets and transport to Police all over the world has 

reduced what has come to be intimation/hint, information or a complaint 

of disaster and rendering of help by the Police at the actual spot of 

trouble. Equipped Control Room: it is the duty of the Control Room to 

receive requests for Police help and rush the same to the scene of 

emergency without delay. To reduce this "Response Time", it is 

necessary that the Police is equipped with the fastest means of transport 

to reach from one scene of trouble to another. 

3. Whereas in India, Police has not been equipped with wireless equipment 

and transport of very sophisticated nature, yet considerable amounts 

have been spent by Govt. enlarging the Police Wireless net and also 

providing suitable transport. In Punjab, we have taken the following 

steps to render help to public without delay:- 

 (a) Large number of wireless sets have been inducted and given to the 

Police force; 

 (b) As many as 150 motorcycles have been provided in the major cities; 

115 more motorcycles are being procured; 

 (c) A new system of Beat-cum-Assistance Boxes has been introduced 

in all  the major cities. This system is being further extended to 

other towns in the State. 



4. However, it is found that this system has not reduced the "Time 

Response". Recently, a rehearsal was done in Amritsar town sometime 

back when it was found that an emergency call given by a Beat Box to 

the Police Station and the Control Room failed to evoke any response 

from the Police Station. Control Room failed to register the complaint 

and send force to the Bank in time. It was also found that there was a 

clash between the management of mill and the labour recently at 

Ludhiana but there was some delay in sending Police reinforcements to 

the mill in the outskirts of the town and there was considerable criticism 

of Police delay. An analysis of the failure shows that they occurred for 

the following reasons:- 

 (a) Control Rooms and Police Stations do not keep adequate Reserves 

ready. These Reserves should actually remain ready with transport 

to answer any call of emergency from any area. It is complained 

that transport is seldom available at a Police Station or a Control 

Room; 

 (b) Frequent exercises have not been held by the Police to move into 

the areas of disaster.  

5. To overcome these difficulties, it is essential that the SSP/SPs should :- 

 (a) ensure that adequate force equipped with I.S. Stores remains ready 

with transport to move from the one place to another at each Police 

Station and Control Room; 

 (b) hold regular rehearsals from Beat Box to Police Stations/Control 

Rooms and check up that the "Response Time" in sending Reserves 

is reduced; they must ensure that the Police moves into areas of 

emergency without delay. 

 The D.Is. G. will check up the responses to emergency calls to Control 

Rooms by visiting Control Rooms and making some token rehearsals 

from Beat Boxes. 

6. Whenever a major clash or sensational crime takes place, the District 

Police fails to keep the Police Headquarters informed in time. Whereas 

senior officers may be busy with operations, they must inform their 

District Control Room which in turn should keep Chandigarh Police 

Control Room posted with developments. No delay in this regard should 

be allowed. 

 

    Sd/- 

    (Birbal Nath) I.P.S., 

Director General or Police, Punjab, 

Chandigarh 



 A copy is forwarded, for information and necy. action to:- 

1. All District SSPs/SPs in the State; 

2. Asstt. Inspr. Genl., Govt. Rly. Police, Punjab. 

3. Range D.Is.G. and DIG/Railways, Punjab, Patiala. 

4. D.Is.G./CID (Crime) and Intelligence. 

 A receipt may please be acknowledged. 

 

OFFICE OF DIRECTOR GENERAL-CUM- 

INSPECTOR GENERAL OF POLICE PUNJAB 

STANDING ORDER NO. 2/1981 

       

Police Action Against Riotous Mobs 

 

1. A Standing Order on use of police force against riotousmobs is riotous in itself 

because no rigid methods or principles can be laid to cover various contingencies of 

rioting. There can be no definite unalterable technical guide lines which should be 

applicable in all contingencies which are bound to differ from case to case. Where 

as there can be no press button techniques and guidelines to meet various kinds of 

riots, certain basic concepts and drills should be made clear to all Policemen who 

deal with the situations created by riots. This Standing Order, there fore, continues 

to lay  down and clarify basic guidelines and techniques. 

 

Legal Basis 

2.   Every Police Officer should acquaint himself with the law dealing with the 

unlawful assemblies. The use of force by the police is regulated entirely by the 

provisions of law. Those provisions are contained in Chapter V (especially Sections 

46 and 50) and Chapter IX (especially Sections 127 and 128) of the Criminal 

Prodedure Code. Only an officer incharge of a Police Station (and Police Officer 

superior in rank by virtue of Section 551 Cr. P. C.) can act under  section 127 

Cr.P.C. Section 149 Cr.P.C. empowers every Police Officer to interfere for the 

purpose of preventing breach of peace and requires that every Police Officer shall, 

to the best of his ability, prevent the commission of any cognizable offence. Section 

152 Cr.P.C. enables a police officer on his own authority, to intervene to prevent 

any injury attempted to be committed in his view to any public property. In 

addition, all Police Officers have the same right of private defence which is 

available to every other person. All police officers should be fully conversant with 

the provisions relating to the right of private defence as embodied in Sections 96 to 

106 I.P.C. which makes it clear that every person has a right to defend his own 

body, and the body of another person against any act which is an offence falling 

under the definition of theft, robbery, mischeif or criminal tresspass, or which in an 

attempt to commit theft, robbery, mischief or criminal tresspass. The extent to 

which the right of private defence may be exercised is laid down in Section 99, 100, 

101 and 103 I.P.C. and the period during which the right exists is explained in 

Sections 102 to 105 of the I.P.C. 



 

Training 

3. In all the situations, sudden violence and planned agitation training of the force is of 

utmost important. Actually the training is the basis of all educated action. 

According to Mark Twain “Training is every thing. The reach was one bitter 

almond. Cauli Flower is nothing but Cabbage with a college education”. 

Everywhere in life we find only educated action effective. However, it is seen that 

the District Police generally comes to deal with the disorders wihtout adequate 

training. Policemen remain engrossed in the day to day work which is very heavy 

and takes their stength and capability. Specially Armed Police has time for such 

training but their approach lacks full understanding of crowd psychology and 

sometimes tends to meet violence. So the remedy appears to give regular lectures 

and explain to all concerned, by a Gazetted Officer. 

 

Principles 

4. The following principles should cover the use of forceagainst riots modes:- 

 (a) Principles of Necessity 

  Action may not be taken in one place with the object of creating an effect in 

another place. No reprisals. Action is preventive and NOT punitive. (no 

policemen can punish a civilian except under law). The principle of necessity 

is established when : 

  (i) A Magistrate makes a requisition 

  (ii) An office, acts as SHO. 

 (b) Principles of Minimum Force 

  (i) No more force may be used than is necessary to achieve the immediate 

object. (This refers to the actual amount of force used and NOT to the 

number of Police employed). 

  (ii) A hit on a vital part of the body can not be regarded as the minimum 

force. 

  (iii) Rapid or automatic fire can NOT be regarded as the minimum. (Do NOT 

Keep automatics in reserve). 

 (c) Principle of Impartiality 

  (i) The policemen must be impartial in communal disturbance or strikes. 

  (ii) Gifts or favours will never be accepted. 

 (d) Principle of Good Faith 

Nothing is said to be done or believed in good faith which is done or believed 

without due care and attention. The principle of necessity, minimum force and 

impartiality can NOT normally be held to have been complied with if a 

Commander : 

  (i) Loses his temper when taking action against a crowd 

  (ii) Refers to the crowd in his Diary or orders as “Enemy”. 

  (iii) Does NOT himself comply with the laws of the land. 



5. So all policemen while planning any operation against riotous mobs ensure that 

they comply with the above principles. While police excesses are to be checked, 

police neglect to protect human life and property are no less to be deplored. The 

justification for police action depends upon answers to the following questions 

contained in Featherstone Riot Commission Report : 

 “Was what they did necessary, and no more than was necessary, to put a stop to or 

prevent felonious crime. In doing it, did they exercise all ordinary skills, cautions, 

so as to do no more harm than could be reasonably avoided? If these two conditions 

are made out, the fact that innocent people have suffered does not involve the troops 

in legal responsibility.” This Principle of Minimum force ought to be the 

cornerstone of all Police Stations. 

6.  The Principle of Principles is that Police should not treat the mob as an enemy and 

should not use force against them to teach them a lesson but understand that the 

members of the crowd are Indian citizens with their own rights though at the time of 

rioting they may be commtting crimes under the spell of emotions. In such 

circumstances police must achieve its objective of securing their dispersal with the 

use of minimum force. 

 

 General Guidelines 

7. (a) Tactics. The following tactics need to be taught to the officers and men in 

addition to the usual methods:- 

  (i) When the crowds congregate closely without order there is hardly any 

time for thought. Take your decision and act upon it quickly with 

operational mobility. Remember that undue delay or a faulty step may 

lead you astray compelling you to resort to arms which will result in loss 

of valuable human life. You will then have cause for repentance and the 

unnecessary dead will haunt you throughout your life. Most mobs are 

controlled by pressure. The police should use mass, not arms. Skilled 

use of mass to avoid reccourse to arms is the key to mob control. Avoid 

frontal operation as it is weak and vulnerable and may be easily thwarted 

by the advancing mob. Frontal opposition with one or two platoons or 

even a company will be useless against several thousand people pushing 

forward and in the confusion which is likely to follow the men may 

complain of assults when force has to be used. In all probability 

occasion for force would have arisen if pressure had been given on the 

crowd from its flanks speedily and with skill. It is much easier to 

persuade men to step aside than step back.The proper direction of a 

heavy pierce is diagonal to the frontage of a mob. By frontal 

opposition the crowd will only be packed and there by increase the 

disorder. The gathering should on no account be made together than it 

already is.The Police should open the mob up to free it. This will give 

the vast majority a welcome freedom. A heavy Police force through a 



mob directly from its back to its front is obviously absurd as it is 

difficult to pass through a mob from its back. Even if it is possible to 

push it forward, it will merely be pushed on.  

  (ii) The object should be  to pursue the dispersed mob, forbid it to re-form 

and prevent at the same time prevent others from joining. If  the 

dispersed mob be not pursued, they will re-form again and give you no 

rest. 

  (iii) Dispersal of mob with the aid of hose pipe is also effective especially in 

case of women crowd. 

  (iv) In case an armed mob, pierce from the flanks should be avoided. Men 

should never be brought into close contact with the mob and must be 

kept at least more then 75 yards away. 

  (v) The whole of the force should not all at once be put to action. Always 

keep at least half of the force in reserve and give them rest but keep it in 

a state of readiness. 

  (vi) In tactics the foremost place should be given to reconnaissance. 

Whenever and wherever possible the expected places of trouble and 

action should  be reconnoitred by the Commanders. The reconnaissance 

should irclude, among others, the following:- 

   (aa) Nature of locality whether narrow or wide : 

   (ab) Number and nature of lanes : 

   (ac) The collection of intelligence, on the spot 

   (ad) The routes of escape for the mob. 

   (ae) Routed for reinforcements of force. 

   (af) Parking places of police vehicles with due regard to their safety. 

   (ag) Any vulnerable points nearby. 

   (ah) Any other place likely to become target of mob fury. 

   (ai) Place of interception of mob and action against it. 

  (vii) Before dealing with the mob the operational strength of police should be 

maximised. 

  (viii) Reduce, so far as possible, the numerical strength of the mob, free 

crowds in such a manner as not to allow a re-assemblage. 

  (ix) Police units should not be split into small detachments thereby frittering 

away resources and energies to deal with the minor breaches of peace 

than the mass of agitators. Tactical cohesion should never be broken. 

  (x) Men should never be left to deal with crowds without SUPERVISION. 

Unsupervised action results in the excessive use of force. At all times, 

mob should be kept under tight discipline and control. 



  (xi) Action against mob should be taken at places and times of choosing of 

the police. Officers should never allow themselves or men to be 

provoked into premature action. 

  (xii) In all tactics surprise should be aimed at. It is no good tactic to break 

the solid mass of agitators in the front rows. This inevitably leads to use 

of excessive force. Less violent and more indifferent members of the 

mob are found in the rear. It is, therefore, essential to deal with the rear 

of the mob by attacking on the rear or from flanks. Action on the mob 

simultaneously from rear and flanks yields better results than headlong 

clash with the front ranks. This will, of course depend on ground where 

action is to be taken. 

  (xiii) First Aid for the injured of the mobs is generally provided. However, 

it is equally important that the immediate medical cover be provided to 

the policemen who receive injuries. This is necessary to improve his 

morals and eschew undue provocation to the fellow policemen. 

 

 Reserves 

  (xiv) So far as possible reserves should be handy. 

  (xv) Commandar should always keep himself at a place of vantage from 

where he can supervise the entire action. He should not get himself 

entangled in small actions. 

   The use of binoculars by the officers proves useful. 

  (xvi) The injured and dead in the mob should not be allowed to be carried 

away by the agitators as the funeral processions organised by them are 

used to inflame the situation further. It is, therefore, necessary that a 

group of physically tough men should be kept ready who should be able 

to penetrate the mob and rescue the injured and the dead. 

 (b) Communication 

  (i) It has been seen that when operations start there is considerable 

confusion in conveyance of orders and ascertainment of actual position 

prevailing in various sectors. This is due to failure of communication 

between men and supervisory officers, and also for want of suitable 

equipment. 

  (ii) All police operations are dependent on efficient  planning, organisation 

and direction. For assuring these  objectives a well designed 

communication system at all  levels is necessary. It should be recognised 

that effective communication cannot be left to change and it must be 

developed systematically. 

 

 (c) Briefings 



  (i) Each member of the force concerned with opreations should be fully 

apprised with the objective. For better implementation it is necessary 

that men are explained the reasons for various actions. Reasons provide 

the basis to obtain identity of views and motives between the planners 

and implementers. Thus briefing of various ranks should be frequent and 

thorough. 

  (ii) It is absolutely necessary that the imformation should be understood by 

the receiver and he is motivated to carry out the orders. It is a duty of all 

the officers as well to make themselves clear by repeating instructions, if 

necessary. CLARITY ON ORDERS IS A MUST AND DOUBTS IN 

THE MINDS OF MEN MUST BE REMOVED BY INVITING 

QUESTIONS AND ANSWERS TO THEM.  AS ALSO BY MAKING 

SUITABLE INQUIRIES FROM THEM REGARDING THE GIST OF 

INSTRUCTIONS. It should be understood that a word means different 

things to different people and, therefore, it is necessary that orders are 

given simple and understandable language. Contact between police 

personnel in different ranks if also distorted because the orders are 

passed through a chain of intermediaries in the hierarchy. Officers on 

operations have to ensure that they explain themselves to all ranks as 

clearly and as often as possible. 

  (iii) Fundamentally, therefore, it is to be recognised that the superiors will 

have to possess an understanding of human tools alongside setting up of 

the technical media for communication in the form of telephone, radio 

etc. 

 (d) Command, Control and Discipline 

  (i) The proper performance of anti-riot duties depends on the discipline 

observed by all ranks, Dispersal and straggling of men should be 

prevented and action taken must be under the clear orders of the 

authority. Formations must remain compact. 

  (ii) When on IS duties, sub-unit Commander will under no circumstances 

lose command and control over their men. 

  (iii) Strict discipline will be observed and enforced. Officer will take strict 

disciplinary action on the spot against any incident of indiscipline or 

failure to carry out the orders. 

  (iv) When actively engaged, officers will ensure that men under their 

command remain in one compact lot and do not give appearance of lack 

of control or laziness. 

  (v) Arrangements for feeding of men will be made centrally. No individual 

will be permitted to leave his unit on any pretext. 

 (e) Signals 



  (i) Signals for action, withdrawal, and formation changes, requests for 

evacuation of casualities, reinforcement, replenishment of equipment 

should be developed and made known to all the ranks. In the din and 

dust of operations orders with the help of mouth are not audiable. The 

following type of signals have to be devised and made understood by all 

:- 

   (aa) Hand Signals 

   (ab) Commands by Megaphone 

   (ac) Flares. The coloured flares can be used at night as well as during 

the day. 

   (ad) Messangers in plain clothes should be kept ready to move from 

one area to another with messages. They have proved quite useful 

during operations. 

 

 (f) Equipment 

  (i) The equipment required for dealing with the violators of public order has 

been under going great changes. The manuals on civil disturbances still 

mention the use of bigules, tapes and ropes for leaving own limits even 

when they have become obsolete and cannot be practically used. In 

matter of equipment innovation and improvisation are essential. 

However, all such innovations should press into service the modern aids. 

Some of these are mentioned below:- 

   (aa) Public Speaking Equipment. Megaphones Loud Hailers should 

be available to various commaders to administer warnings to the 

mob to disperse as well as to own troops from time to time. 

   (ab) Banner Headlines. Banner headlines on red cloth in bold white 

words should be got prepared and displayed. These warnings 

should be in Punjabi and Hindi and ask members of the mob to 

disperse else fire will be opened. 

   (ac) Cameras. Suitable cameras and photographers should  be 

available to photograph sequence of events and visual evidence of 

rioting/looting must be collected and preserved. 

   (ad) First Aid Equipment. First Aid boxes including stretchers, 

ambulances and nursing orders should be kept handy for aiding 

injured publicmen as well as own policemen. 

   (ae) Helmets and Protective Equipment. Heavy steel helmets can be 

replaced by fibre glass helmets which are very light and useful. 

They are being manufactured in India with adjustable vizors. 

Protective equipment like padded vests and skin guards be also 

used. 



   (af) Shields. The Anti riot shields have gone through various stages of 

development. From bamboo to wrought iron shields we have 

arrived now at the fibre glass shields which are extremely light. 

These also being manufactured in India. We must keep them light 

and mobile. 

   (g) Road Blocks. Generally road blocks are used by the agitators. 

However road blocks also can be used with benefit by the law 

enforcing agencies. Simple barbed wire road blocks can be in 

expensively prepared and kept in stock. 

   (h) Wireless. Walkie/talkie set and CV 650 and GH 650 should be 

used with patrols whenever possible rather than any other 

cumbersome sets. 

  

 (g) Collection of Evidence. Whatever action is taken by police, evidence of 

rioting, looting, damage by mobs must be collected. It is better that each 

police party has impartial respectable persons with them who can offer 

missiles, damaged property, weapons of offence used mobs. Photograph of 

sequences and events must always be collected. 

  

 (h) Rumours and Panic. 26. All possible steps to quash rumours must be taken. 

True accounts of events must be furnished to press. Rumour mongers should 

be arrested under relevent provisions of law. 

 

 (i) Peace Committees. In case the rioting is spread over days, or is anticipted to 

be so, SSPs/ SPs must form peace committees immediately. They should 

comprise of respectables from all sections/communities and should be 

localitywise. Their help in dealing with situation will prove of immense help. 

 

Use of Tear Gas 

8. Tear gas is very effective weapon for dispersing an unlawful assembly almost non-

violently. It has got no lasting effect, but while the gas is being omitted and a some 

screen is being formed, it makes the members of the crowd ineffective. There are, 

however, various precautions which must be taken to use it with the maximum 

effectiveness. The main precaution is to note the wind directions. If the wind is 

strong, tear gas will not be effective. Tear gas should never be used when the wind 

is coming towards the direction of the police force. Tear gas will unnecessarily 

effect innocent people if  the wind is from one side of the road to another, and the 

gas smoke will be swept away to the adjoining houses. When, however, there is  a 

mild breeze blowing in the direction of the crowd, this is the most  suitable time for 

using tear-gas. 

9. Tear-gas may be used for loosening the thickness and strength of the crowd to 

enable a charge to be made or for completely dispersing the crowd to enable a 



charge to be made or for thickness of the crowd, tear-gas should be used from a 

raised place like the top of a building to fix the exact place where the shells should 

be dropped. Shells should fall about twenty to thrity yards behind the front of the 

crowd. Presence of wind on such occassion does not matter, because, if properly 

will be effected and the solid wall formation will be broken. 

10. But, if it is desired to disperse the crowd, then a wall of the tear gas smoke should 

be created in fornt of the crowd, and as the mild breeze sweeps be gas wall forward 

the crowd will be forced to retreat  along with it. For this purpose, the gas formation 

must be used to saturation point and sparing use of tear gas will not do. 

 

Lathi Charge 

11.  Lathi can be used with advantage to disperse the mob when the mob does not leave 

lethal weapons which it can use against the Police in close combat. Where the mob 

itself is armed with spears and lathis and can inflict injuries on own policemen, lathi 

charge shall not be effective. 

12. The police personnel engaged in this opreation should be in sufficient and adequate 

strength in relation to the nature, depth, cohesion etc. of the crowd. Lathi charge 

should not be attempted if the strength of the crowd is large. The personnel engaged 

in the lathi charge should be under proper control and the lathi charge should cease 

as soon as the desired objective is achieved. 

13. Lathi charge against large mobs suffer from a disadvantage that they do not reach 

many but people in the front ranks. However it should not be lost sight of that lathi 

charge is effective in the sense that the leaders of the mob who are normally in the 

front rank are put out of commotion. Lathi charge also tires out the policemen. 

14. The old exercise in lathis and baton are somewhat unnatural and uncomfortable. 

They have neither the sense of defence, nor the speed of offence. The cane and 

baton should be used in natural manner. 

15. The cane hit should be anywhere on the body but not on the head: the hit on the 

head should be avoided in all circumstances as it can be considered as excessive use 

of force. They should be taken to the dummies and allowed to hit the dummies with 

their canes wherever they like. But when they hit them on the head they should be 

immediately checked. 

16. It takes considerable time for the men to keep out of the habit of  trying to hit on the 

head but it does not work in the end. The cane hit should be generally on the 

sideways and not straight which is likely to hit the head. 

17. It is imperative that there should be no half heartedness about the use of lathis once 

it is decided to make use of them. Such charge should be energetically led and they 

would normally help to break up even dertermined crowds. Long Lathis should 

invariably be used in rural areas and in towns where the mobs are likely to be armed 

with canes. Short lathis and batons may be used with reasonable assurance of 

success, when the crowds are not very determined. 



18. Lathi charges are not very successful if they are delivered by the police                           

on close formation. The Police personnel, whose strength should be 

adequate in relation to the nature of gathering, its depth cohesion etc., 

should be so arranged in extended order that they would be able to wield 

their lathis.They should be split up in two ranks or more, according to 

nature of the crowds that they have to deal with. While briefing the police party, the 

controlling officer should give them a point in the crowd on which they should 

converge, if they succeed in dispersing it. This is to enable the police to get together 

and proceed further in the light of instruction that they have to deal with. While 

delivering a Lathi charge, the police should proceed at a slow double from a 

distance of 40 to 50 yards and accelerate as they approach the corwd. The weak 

parts of the crowd should be marked. out  for more attention during lathi charges. 

 

Charge Action 

19. The charge action should be undertaken by the entire column moving forward at the 

double. The distance between the front of the crowd and the police party at the time 

the charge is commenced should neither be too little nor too much. If  it is too little, 

the crowd does not get enough time to fully realise what is coming, and even if it 

realises, it has not got sufficient time for dispersal. If the distance is too far, it gives 

the crowd the time to think about its next move and in any case the police arrive 

rather breathless, and therefore, not in full fighting force. The ideal distance 

between the police and the crowd before a charge action commences should be 

about 30 yards. Once the charge is started, it must be pushed through with 

determination and there must be no retreat. If the police are protected with proper 

head gear, the projectiles which might be thrown by the crowd on them will cause 

little damage. In any case the close proximity between the police and the crowd will 

prevent the aiming of projectiles at the police. At the time of the charge action. If an 

attack can be delivered form the flank simultaneously, it will further demoralise the 

crowd and completely break its will to resist. 

20. Each charge should last for a limited period of time, say a minute or so, after which 

a halt should be called, ranks should be re-formed, injured men should be removed 

to the rear and their places filled by fresh men and charge mounted again. Thirty 

yards should be considered to be the ideal distance from which to mount a charge. 

No constable should be allowed to go out of the reach of his cords, because he can 

be easily over-powered and killed. 

 

Use of Long Lathis 

21. When the crowd is armed with long sticks the police also must have long lathis; on 

other occasions even short lathis or steel care rubber truncheons can be equally 

effective. When using long lathis the police must not be in very close formation; 

and there must be sufficient gap between the files to allow the full play of lathis. 

Each constable in the front rank must be backed by another in the rear who can 



cover the front man in case the latter finds himself in difficulty. Lathis must not be 

directed at the heads of the opponents. 

 

Tactics Barrage Formation 

22. To stop large violent crowds in built up area with the objective of forcing its way 

through to particular mahallas, which have been prohibited for entry, it will be good 

tactics to block the entire road by a very strong lathi police in 2 or 3 successive 

tiers, keeping in the background tear gas and rifle party. The sight of such a strong 

barrier may induce the crowd not to force the issue or to take Dharna or sit down 

tactics. Once that happens, if the crowd tries to break the police cordon by the sheer 

weight of numbers and may even succeed in breaking the first line to retreat to 

their. The second tier should then be able to hold back the crowd allowing 

policemen from the first line to retreat to their reat. At this stage, by bursting a few 

tear gas shells about twenty to thirty yards behind the front line of the crowd the 

pressure on the police line can be reduced and the police force should then be able 

to carry out what is called the moving barrage tactics. The entire police force 

moving forward like a solid wall slowly but relentlessly is irresistible, and few 

crowds can stand this pressure particalrly when its rear had already been loosened 

by gas shells. The crowd is pushed by stages, the police halting after every ten to 

fifteen yards to reform and to remove the injured persons to the police lines. 

Generally the momentum increases and after 3 or 4 such pushes the crowd will 

generally leave the proximity of the police and reform at a distance of 20 to 30 

yards to plan further action. This is the time to make a charge. 

 

Wedge Formation In Open Places 

23. For dispsersal of crowd from a wide place like park, the barrage tactics will not 

succeed, because, the flanks are open hence in such a case, the wedge formation 

should be tried. A reversed ‘V’ form wedge is driven into the crowd with the apex 

of the ‘V’ as near the centre of the assembly as possible and the two arms about 30 

apart. Then each radius is slowly but relentlessly moved outwards keeping the apex 

fixed. Thus a front is formed and the crowd is disorganised. Another swift ‘V’ 

formation or a charge and the park is cleared. The rear of the crowd can be further 

loosened by lobbing a few tear gas shells. The advantages of this formation is to 

effect a surprise, bring the police suddenly near the centre of trouble, give the 

crowd a surprise by an over-whelming majority. The crowd will also be unable to 

make effective use of brickbats  against the police. 

 

Avoid Narrow Lanes 

24. When driving a crowd back, or in making a charge, care must be taken to see that 

the main crowd or parts of it are not driven into narrow lanes or blind allays. A 

crowd at bay with means of escape denied to it can be most dangerous and may 

require the infliction of very serious injuriess before it can be controlled. In narrow 



lanes, where police cannot be used in numbers even small crowd may feel 

emboldned to resist the police party and can be ultimately neutralised only by 

firing. Hence at the time of barrage, the narrow side lanes must be protected and the 

place where charge is undertaken should be one where there are wide areas into 

which crowd can disperse. This selection of place should be carefully made. 

 

The Chase 

25. It is not enough to disperse violent mobs, particularly communal mobs who have 

already started destroying other people’s property and attacking persons. 

There must be pursuit and the groups which the dispersed mob has 

formed must be chased and broken into individuals and driven into their 

homes to render a retrating crowd ineffective. Often considerable 

damage is done by a retreating crowd when it knows that there is no 

police to prevent it form doing so. Hence once the initiative has been 

gained by the police, it should not be lost and the retreating crowd or 

remanants of it must not be allowed to have any feeling of safety being 

out of sight of police, Each group must be pursued and chased 

relentlessly and scattered completely, and even then a strong watch must 

be kept to see that these scattered individuals do not try to reform into groups. 

Strong police patrols produce a very different effect at this time. 

26. Want of pusuit often leads to dangerous situations, because the crowd has received 

a beat in and is better and most revengeful. It is like a wounded tiger. What 

happened in village Jalda a few miles from Rourkella in Orissa in March, 1964 is a 

classic example of the consequences of not carrying through the choose and pursuit 

after dispersal. A mixed Adivasi Hindu mob collected to attack the Muslim area of 

this village. 

27. The Additional Superintendent of Police and the Sub. Divisional Officer arrived 

there with a police party when some damage but not very considerable had been 

caused. The police opened fire. The crowd left the village and retreated. Then the 

police went back to other places, the crowd which received some wounds, 

reformed, reinforced itself and resumed the attack and over 400 dead were left in 

this one village alone. If the police party had, after dispersing the crowd locally 

from the village, pursued it further and seen that the members of the crowd had 

actually gone away to their villages, this teriffic tragedy would not have occurred. 

The reverse effect was produced during the communal riots in Chapra in Bihar 

when a crowd attacking a Muslim mohalla was not only dispersed but chased and 

pursued right across the channel of the river Ganges and never given a chance to 

reform. If this crowd had only been locally dispersed, it would have infiltratted in 

other parts of the town and caused untold damages and it would have been well 

nigh impossible to bring it under control or clear the town completely of the 

remanants. 



28. The following quotation used in Sri A.K.Ghosh’s book‘Notes on Crowd Control’ 

explains the importance of pursuit:- 

 “The experience of thirty bitter years, those intimately known to himself and those 

got by reserach into others sorrows all without exception proclaim this one sure 

dogma that local dispersal is not enough. There must be pursuit. Honour the dead, 

by all means, comfort the dying, square the Press count your expended rounds 

prepare your defensive prosecution, do whatever an instinct for self preservation 

demands,all these things are proper; but with these things and in addition to these 

things and the writer declares, before these things in the name of humanity, pursue 

your locally dispersed mob. Follow it up. Chase it along. Forbid it to reform. 

Prevent other fools joining. Keep things moving, and thus when at least you dogs 

home you will leave behind you the quiet of fear, of exhaustion, perhaps of 

gratitude, not the quiet of unnecessary dead. Nothing is of more importance than 

this pursuit of the dispersed mob. Pursuing with unflagging vigour till night comes 

to restore the people to the domestic restraints of their homes, you may, of fortune 

attend you, forestall the follies and the reckless brutalities, the nightmares, murders 

that will surely attend the reforming of unpursued mobs; you will forestall the 

occassion for further set piece dispersals which if allowed, wil be more bloody than 

the first.” 

 

Determination and Leadership 

29. The successful execution of these types of pressure tactics i. e. the barrage, wedge 

formation and charge action requires most meticulous planning and keeping ready 

alternatives in mind. This tactics cannot succeed unless the quality and the 

leadership of the officer in charge are such as to inspire the men under him to 

impart in them sufficient dynamism for resistance or attack with the intention of 

conquering. However, enthusiasm must never be given free riot and allowed to flow 

into dangerous excesses as often happens and the Commandant and his subordinate 

officers must at all stages keep complete control over the men and not allow any 

individuals to run amuck. 

 

How to Avoid Unrestrained firing 

30. To avoid firing, the ratio of the policemen to the mob must be as high  as possible. 

If a small force is overwhelmed, police has to resort to firing to save the lives of the 

policemen themselves. So sending of small police parties should be avoided. Police 

must remain in large compact bodies. Scattering of Police force will lead to 

unrfortunate results. 

31. The use of firearms for dispersing crowds is to be resorted to only in exceptional 

cases, when other means have been raised and have failed and the serious and 

imminent danger to life and property continues at the hands of the riotous mob. 

While a decision about the disposition of the armed part of the police force must be 



left to the officer on the spot, he should not permit armed police, to come in so close 

proxiimity of the crowd. 

32. Experience of cases where the police officer had to open fire shows that a majority 

of them created further problems instead of solving them. This was primarily 

because sufficient thought and preparation did not go into these cases and firing was 

not properly timed and fully controlled. Later developments are generally 

unpredictable in such cases. Firing should be resorted to as an absolutely last resort 

and should be properly controlled. 

33. Firing should be resorted to only when  it is absolutely necessary to do so : it should 

be avoided so far as possible: where ever the police opens fire, howsoever justified 

it will invite criticism and public hostility which will put police on the defensive, so 

police must not crdinarily open fire. 

 

Move to Affected Areas 

34. (a) About 300 yards from the actual scene of the disturbance, halt the force for a 

minute, fix aim independently, charge magazine, and apply safety catches. 

Continue to advance with rifle at the high port. Halt the force at least 100 

yards away from the crowd and wait for orders. 

 (b) Rassi Party. Immediately on the force being halted in front of the crowd, the 

officer in command will order the Rassi (rope) party out. The 2 men marked 

for this purpose will double out with the rassi (rope) by both flanks, lay it 

down about 75 yards of the forward section and double back by the flanks. 

Not a second should be lost between the time the force halted and the Rassi 

doubles out. 

 (c) Warning Party. As soon as the Rassi party is back in the position in the 

ranks, the Magistrate and the police officer in command of the force will 

advance about half way to the rassi and warn the crowd three times clearly in 

the vernacular to disperse (public address equipment or magaphone or loud 

hailer will be used to administer the warning). A visual warning (white letters 

on a red screen) will be carried by two men who will remain in their 

respective positions in the ranks. One officer armed with an automatic weapon 

is adequate protection for the Magistrate issuing the warning and himself. 

  If the crowd rushed, the Magistrate and police officer in command will double 

by one flank. 

35. If the crowd is not amenable to patient persuasion and all warning fails and there is 

no other course but to open fire to disperse the crowd the officer in command of the 

armed party will ask the Magistrate for clear orders giving permission to fire. Fire 

must on no account be deferred to allow the crowd to cross the white rope (about 75 

yards distance). 

 The following principles must be followed:-  



 (a) Necessity Briefly, this means do not open fire if persuasion or any other                

kind of force will prevail. It also means that handful of stones and brickbats 

do not necessarily justify firing. Firing should be ordered as last resort after all 

other available means are exhausted. This does not mean that armed parties 

may be committed to hand to hand engagement and placed in such situations 

that my result in their weapons being jeopardized, Firing may be resorted to 

when : 

  (i) A magistrate makes a requisite order to open fire; 

  (ii) Public security is manifestly endangered and an officer takes action on 

his own responsibility in the absence of a Magistrate. 

  (iii) An officer is covered by his right of self-defence as defined in section 

96-106 IPC and Section 58 of the Criminal Procedure Code. 

 (b) Minimum Force. This means that if lathis are used and  the rioters show 

signs of dispersing, call off the armed force. If firing is necessary order one 

man to one round, increasing the order to 2 men firing one round each, if 

necessary. When one round has been fired watch the effect of one shot before 

opening heavier fire. Pauses in firing will give time to the crowd to disperse. 

Automatic fire must not be opened. Officers armed with automatic weapons 

must, therefore, train themselves to fire single shots No. more force should be 

used than is absolutely necessary to achieve the immediate object. If the 

crowd disperses, do not follow up by doubling with bayonets fixed, advance at 

the quick. Unarmed police may be used to follow up by doubling with 

bayonets fixed, but advance at the quick. Unarmed police may be used to 

follow up a crowd that has disperesed. 

 (c) Firing to be effective. If fire is opened the police officer in command of the 

party should ensure that it is effective. 

36. Briefly, the senior officer must control the firing himself and should keep its 

volume to the minimum considered effective in the circumstances that he is faced 

with. He must ensure that his orders are not exceeded and that no firing contrary to 

his orders takes place. If precaution is not taken, there may be excess which may 

create serious difficulties. 

37. Following guidelines will be kept in view:- 

 (a) Whenever police is expected to confront a riotous lot it is inexpedient to arm 

Constables with rifles and send them to deal with the mob. It is always better 

to give the rifles to the HCs. and G.Os firing parties should consist of fully 

trained HCs or NGOs preferably and their dispositions so arranged that orders 

can be conveyed to them without possibility of mistake. This will enable the 

senior officer to locate responsibility for opening unauthorised fire, in case 

there is any such thing. 

 (b) Firing when opened, should be directed at the lower parts of  the most 

threatening part of the crowd. It must be understood that the object in such 



cases is not to kill the members of  the mob but to incapacitate some of them 

and secure their dispersal. The orders of cease fire should be given as soon as 

the unlawful assembly shows a disposition to retire or disperse. 

 (c) In no circumstance shall firing over the heads or at the fringes of the crowd be 

allowed. 

 (d) It is repeated that the senior officer present shall ensure that his orders are not 

exceeded and are strictly obeyed to last letter. 

 (e) The order to cese fire should be immediately given as soon as the assembly 

begins to disperse. Invariably whether the order to use fire arms has been 

given by a Magistrate, or by a police officer, the order to cease fire shall be 

given by the senior most police officer present as soon as the unlawful 

assembly begins to disperse. 

 (f) The police officer should, immediately after the firing, close the firing party 

and draw up a report noting there in the number of cartridges issued and fired 

and the number of empties collected. 

 

Action After Firing 

38. (a) At the cost of repetition, it is said that the police should arrange to get the post 

mortems of the dead bodies conducted  in order to avoid false charges aganist 

them. Police should be ready to render First  Aid to the injured and should 

make arrangement for the speedy transport of such persons to the hospital. In 

no circumstances any dead or injured should, as far as possible, be allowed to 

be carried away by the dispersing crowd. Before removing the casualities the 

officer should note their names,  addresses and arrange for suitable guard to be 

mounted on them. 

   If any of the rioters is found to be dying, immediate steps should be 

taken for the recording of his dying declaration. 

   In case of the dead, inquest must invariably be held by a Magistrate and 

the dead body should be sent for postmortem examination. 

   When sending any injured to the hospital or a dead body to the morgue 

the officer in command of the party should ensure that an armed guard in 

provided. 

 (b) Search of  Casualities. The officer in the command of the party will order 

“Search Party Put”. This  will consist  of  one  N.G.O. and 2 Constables and 

will double out by the flanks. One Constables will take up the guard position” 

about 5 yards from the casualities to prevent member of the crowd from 

removing them The other will stand guard over the casualities while the 

N.G.O. will signal the main force be advanced. Recovery voucher for each 

individual be prepared and got singed from the independent witnesses. 



  When the search party is out the men should pick up empties as they will be 

required to account for these during enquiry which invariably follows a firing. 

 (c) Report. As soon as possible after the firing the officer in command of the 

party should prepare his report and issue copies to the:- 

  (i) Magistrate on the spot. 

  (ii) Local Senior Police Officer 

  (iii) D. I. G. 

  (iv) Superintendent of Police of the district. 

 A sample form of the report is given below. The report should be compiled properly 

and carefully as they are to be treated as first information report. In every case the 

signature of the Magistrate on the spot should be taken on these reports. 

 

Sample Report 

I. Date and time 

 (i) When police called out ............................................................................. 

 (ii) When police action started ....................................................................... 

 (iii) When police action completed ................................................................. 

II. Place and Area affected by the disturbance ..................................................... 

III. Nature of disturbance 

 (i) Know cause .................................................................................................. 

 (ii) Attitude of mob ........................................................................................... 

 (iii) Whether mob armed and low ....................................................................... 

IV. Local Authorities. 

 (i) Whether Magistrate present.......................................................................... 

  (Give the Name of Magistrate) 

 (ii) Whether section 144 Cr. P. C. promulgated.................................................. 

V. Police Arrangements 

 (i) Strength of police party and name of the officer in command ....................... 

 (ii) Dispisitions ................................................................................................. 

 (iii) Mobility ....................................................................................................... 

 (iv) Wireless ........................................................................................................ 

 (v) Medical ........................................................................................................ 

VI. Police Action 

 (i) Warning by Magistrate (time)..................................................................... 

 (ii) Who ordered to open fire.............................................................................. 

 (iii) Number of rounds fired, how fired and by whom........................................ 

 (iv) Who ordered to cease fire............................................................................. 

 (v) Distance of the crowd from the main force at the time of firing .................... 

VII. Casualities : 

 (a) Search of casualities and results .................................................................. 



 (b) First Aid rendered ..................................................................................... 

 (c) Names, parentage, addresses of casualities .................................................. 

 (d) Removal of casualities; place to be mentioned ............................................ 

 (e) Whether inquest over dead body/bodies held............................................. 

 (f) If not possible to remove casulities whether doctor sent for and guard posted 

on casualities ............................................................................................ 

VIII. Patrol area with Magistrate to restore  

 

SINGNATURE  OF THE OFFICER IN COMMAND  

 I ..................... (name of the magistrate)........................of the ............ class, acting   

under  Section 130 of  the Criminal Procedure Code required ( name  of  Police Officer in 

Command), to disperse an unlawful assembly  by ............................ O’clock   on 

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

SIGNATURE  OF  THE MAGISTRATE  

Countersignature of  the Police Officer in Command 

 

Patrolling to Restore Public Confidance 

39. It would be advisable to arrange for mobile partrols through the area but in places 

where mobile patrols cannot operate armed foot Petrols may be employed. If riot 

patrol cars are available they are most useful in an emergency. They will link 

Headquarters station. A programme detailing the “time out” and ‘time in” to each 

patrol must be rigidly followed. 

 

Conclusion 

40. The methods and techniques outlined in the Standing Order should not be kept 

confined to paper. Training in those methods and techniques should be imparted to 

all ranks in the Training College, Schools and Police Stations. The spirit behind the 

drill and techniques laid, should be intensive training to the force. 

 It has already been said that those techniques are not unalterable and they can be 

modified according to the varying situation-however this should not be allowed to 

be an excuse not to learn the technique and train for mounting various riots 

situations. 

    sd/- 

    Director General of Police,  

    Punjab, Chandigarh. 

No. 4184-4285/TT-3, Dated the 23rd of May, 1981 

A copy is forwarded to: 

1. All the District Superintendents/Senior Superitendent of Police in Punjab, with 

spare copies for Addl. S. Ps and Sub-Divisional Officers posted in various Sub-

Divisions. 

2. All the command of P.A.P. Bns. 



3. The Assistant Inspector General/G.R.P., Punjab. 

4. All the range Deputy Insprs. Genl. of Police, in Punjab. 

5. The Deputy Inspr. Genl. of police CID. Punjab. 

6. The Deputy Ins. Genl. of Police/PAP Jullundur Cantt.  

7. The Principal, PTC, Phillaur. and  

8. The Officer-in-charge, PRTC, Jahan Khelan and 

 This Standing Order should be taken as a guideline for Riot Control Lecture and 

Drills intensive training to the force. 

 

POLICE DEPARTMENT: PTC PHILLAUR 

Use of Lathi Against Crowds by the Police Force  

 

1. The “Lathi” is a weapon for exercising “force”. The lathi may be needed as weapon 

of offence or defence, as prescribed in the following instructions. It is an instrument 

by which a Police Officer can excercise force. “Force” is of two kinds, legitimate or 

authorised force, and criminal force. So long as Police Officers confine themselves 

to the use of legitimate force they are justified in using the “lathi”. 

 

General Principles Governing the Use of Force 

2. What is legitimate force? 

 The Secretary of State has laid down the following principles in his Despatch No. 

108, Public of May 26th, 1920 and this principle has been fully concurred with by 

the Government of India in a Resoloution published on September Ist, 1924. “The 

principle which has consistently governed the policy of Government of India in 

directing the method to be employed when military action in support of the Civil 

Authority is required, may be broadly stated as the use of the minimum force 

necessary. 

 “Government of India determined that this principle shall remain the primary factor 

of policy”. 

 This “minimum force” principle is to be applied to all  situations in which the 

exercise of force by the Police is legally justifiable; such force is "legitimate force". 

As the “lathi” is a weapon used by Police Officers for the dispersing of unlawful 

assemblies, the quelling of riots and the suppressing of disturbances these orders 

should always he born in mind. 

3.   Minimum Force to be used. Whatever the object in view is, the force used should 

be the minimum necessary to achieve it. If a man can be disabled by striking him on 

the arm or body rather than on the head, the former course should invariably be 

adopted. 

4. Use of Force in Suppressing Riots. It is the duty of every Police Officer promptly 

to obey and execute all orders lawfully issued to him by competent authority and by 

all lawful means and endeavour to give effect to the commands of his superior. 



(Section 23 of Police Act No. V-1861). Section 128 of the Criminal Procedure Code 

authorises a Police Station Officer or a Magistrate to command any unlawful 

assembly. The assemblies are of two kinds : (1)  Unlawful assembly within the 

meaning  of  S. 141, IPC, and (2) An assembly of five or more persons likely to 

cause a disturbance of public peace. If, upon being commanded, they do not 

disperse the Magistrate or Police Station Officer may proceed to dispose such 

assembly by force. Policeman therefore receiving such orders must use his “Lathi” 

where necessary, and he is fully protected by section 132, Criminal Procedure 

Code, if he acts in good faith in accordance with these instruction. 

5. Use of Force in Effecting Arrest. Similarly in effecting an arrest if the person to 

be arrested forcibly resisted arrest, a Police Officer may use any means necessary to 

effect arrest (Sec.46 IPC). 

 A Policeman therefore, is legally justified in using his “lathi” to overcome an 

obstreperous accused; but he is not justified in causing death to a person not 

accused of any offence punishable with death or transportation for life and he is 

never justified in casuing more hurt than is necessary. 

6. Use of Force in Self Defence. In self defence the use of the “lathi” is justifiable. It 

is the duty of a Police Officer to apprehend (Sec.23 of Police Act.V-1861) all 

persons whom he is legally authorised to arrest. If, therefore, the person or persons 

to be arrested resist apprehension, a Police man is justified in using his mob control 

stick or “lathi” to overcome such resistance; and, if the resistance is to be furious as 

to endanger the Police man, he is justified in using his mob control stick or “lathi” 

to overcome such mob and, if the resistance is a furious as to endanger the Police 

Officer’s life, that Officer is justified under Section 100 IPC in using his mob 

control stick or “Lathi” with fatal effect for his own protection. 

7. Use of Force in Certain Circumstances. In Order to effect an arrest where 

determined resistance is offered, or in overcoming the resistance of escaping 

prisoners when violent, the use of the “Lathi” is justifiable. 

8. In short the “lathi” is to be used by Police Officer as a weapon of defence and of 

offence when the law justifies its use as in the examples quoted above. 

9. Commands to be Used When Dealing With the Crowds:- 

 (a) Lathi guard/mob control stick guard. Dhakon se Titar Biter kar (Dispose with 

pushing). 

 (b) Lathi guard/mob control stick guard. (disperse with left arm) and Dahine hath 

ke regron se titar bitar kar. 

 (c) Lathi guard/mob control stick guard. Charon aur se titar bitar kar (Dispose 

with Jabe). 

 (d) Lathi guard/mob control stick guard. Donon bahon ki (Disperse by 

assault/charge with both hands) choatton se titar bitar kar. 

 Note : According to the situtation, composition and temper of the mob, the officer 

in charge at the spot will decide the method to be used. If crowd proves obstinate 

and hostile the Officer-in-charge may give command No.3  or 4, straight way 

mentioned above. 



10. The Policeman Should :- 

 (a) Welcome the people who visit them, respect old people and womenfolk. 

 (b) Respect the people he serves and no talk down to them,  

 (c) Respect the liberty, rights and dignity of all citizens, as guaranteed by law and 

the constitution, 

 (d) Be impartial in all cases, 

 (e) Identify criminal offenders and criminal activity and where appropriate to 

apprehend offenders and assist in subsequent court procceedings, 

 (f) Identify problems that are potentially serious law enforcement problems, 

 (g) Reduce the opportunities for the commission of crimes through preventive 

patrol and other measures, 

 (h) Create and maintain feeling of security in the community. 

 (i) Resolve local conflicts. 

 (j) Police is an investigating and regulative agency. 

It is not a punitive agency. It should, therefore, not hand out punishments, nor 

try to “teach a lesson” to anyone. 

 (k) Aid individuals who are in danger of physical harm, 

 (l) Facilitate the movement of people and vehicles, 

 (m) Assist those who cannot care for themselves, 

 (n) Provide other services on an emergency basis. 

 (o) Pay for everything, you purchase or damage. 

 

 

 

IG’s STANDING ORDER 

 

CHAPTER XVI 

 

Departmental Enquiries 

 

1. Despite the fact that the Chapter of Police Rules relating to departmental enquiries 

and punishments and the exhaustive instructions on the subject issued from 

time to time are clear, it has been noticed that several irregularities are 

still committed by the Enquiry Officers holding departmental enquiries. 

Scrutiny of some of the departmental files which come up in this office 

in connection with appeal/revision applications, from time to time, often 

reveals that preparation of such files in majority of cases was defective 

and perfunctory and the orders in a number of cases had to be set aside 

largely on technical grounds. Apart from the waste of labour and the 

financial loss to the exchequer it involves, it is derogatory of good 

discipline and undermines morale of the force as its members lose 

confidence in the administrative machinery and it causes avoidable 



harassment and also heart burning and discontent among subordinates 

which encourages indiscipline. The need for preparing files with greater 

care is, therefore, obvious and hardly requires emphasis. 

2. The Chapter of the Police Rules relating to departmental enquiries and 

punishments was framed under Section 7 of the Police Act, but it is 

subject to the provisions of Article 311 of the Constitution of India. 

More often than not, Police Officers have succeeded in getting 

departmental orders set aside on the ground of non-compliance of the 

mandatory provisions of the said Article or other statutory Rules. In 

some cases orders have been set aside by the courts on the ground that 

the principles of natural justice were not kept in view by the authorities. 

It is, therefore, necessary that orders in departmental enquiries should be 

passed with utmost care bearing in mind the various statutory provisions 

and the principles of natural justice. In this connection it may be 

mentioned that there have been cases where Government have mentioned 

that the losses resulting from the wrong orders may be recovered from 

the delinquent officer or officers, at fault. 

3. In order to prevent the recurrence of irregularities, delays and serious 

omissions committed in the preparation of departmental files and to 

ensure that enquiries are conducted with due care and precision, the 

following detailed and exhaustive instructions are hereby issued. 

4. Police Rules 16.1(3) lays down that punishment of reduction, 

withholding of increments, forfeiture of approved service and dismissal 

are major punishments. In cases in which it is considered that the 

offence, if proved, merits a major punishments a record of the 

Departmental proceedings is required to be prepared in accordance with 

Police Rule 16.22(1). This record shall contain : 

 (a) A statement summarising the alleged misconduct. 

 (b) The evidence supporting the alleged misconduct. 

 (c) The charge. 

 (d) The statement of P. Ws. 

 (e) The statements of defaulting Police Officer. 

 (f) The finding of the officer conducting the enquiry. 

 (g) The Show Cause Notice for punishment issued to defaulter. 

 (h) The reply to the notice by the defaulter. 

 (i) The final orders of the punishing authority. 

 The proceedings of departmental enquiries shall invariably be type 

written. The record shall be paged like an ordinary file and an index in 

form 16.22(3) shall be attached to the first page. The names of all 

prosecution and defence witnesses” shall be entered in this form. 

5. The procedure to be followed in the preparation of departmental files is 

mainly laid down in Police Rules 16-10,16.18, 16.19, 16.24 and 16.38. It 

is again stated briefly here 



 (a) According to PR 16.18, an officer whose conduct is under enquiry, 

shall ordinarily be placed under suspension, if reduction or 

dismissal is likely to be the punishment to be finally awarded to 

him. Unnecessary suspensions should be avoided. 

  When an Officiating Police Officer or an officer on probation is 

placed under suspension for a specific misconduct or negligence of 

duty, he should not be reverted to his substantive rank before 

completion of departmental equiry. On the completion of the 

departmental enquiry an appropriate order of punishment may be 

passed by the punishing authority, according to the merits of the 

case. Departmental enquiries should be completed expeditiously. 

Delay in their completion, besides being a source of anxiety and 

harassment to the official concerned, defeats the purpose of good 

discipline as well as equitable and speedy justice. The departmental 

files should be completed within six months, including the 

investigation part, if any involved. 

 (b) Police rule 16.19 requires that a Police Officer charged with a 

criminal offence be placed under suspension on the date on which 

he is sent up for trial. 

 (c) Police Rule 16.24 is most important paragraph of the rules having 

an important bearing on departmental enquiries, as it regulates the 

procedure,  

  which is outlined briefly as under : 

  (i) Whenever a definite complaint is received against a Police 

Officer, a preliminary enquiry should be ordered and if this 

enquiry indicates the allegations to be reasonably true, the 

police officer at fault should be brought before the officer 

empowered to punish him or such superior officer as S. P. may 

direct to conduct the enquiry. 

  (ii) No Police Officer against whom departmental proceedings 

have been instituted shall be transferred to another district 

during the enquiry, it creates problems of disciplinary 

jurisdiction over him in the passing of final orders of 

punishment besides dislocating work. 

  (iii) Departmental files against N.G.Os should invariably be 

prepared by a G.O. While all serious enquiries against other 

ranks, which are likely to result in a major punishment of 

dismissal or reduction in rank, should, as far as possible, be 

also conducted by a G.O. Preliminary enquiries and petty 

departmental enquiries against other ranks, may, however, be 

entrusted to Inspectors. Before recording the prosecution 

evidence, it is obligatory for the enquiry officer to serve on the 

accused police officer a summary of alleged misconduct which 

should be very clear and must clearly explain the allegations 

regarding which action is proposed to be taken against him. 



The summary of alleged misconduct should be read out and 

explained to the accused. A copy of the summary must be 

handed over to him free of charge and a note to that effect 

appended on the file alongwith a note, stating that the 

summary was read out to the defaulter and stating whether he 

admitted the allegations or not. 

  (iv) Departmental enquiry should not be entrusted to an officer, 

who is himself a chief witness, or who has a personal bias 

against the accused officer. Similarly, if the punishing 

authority is himself an aggrieved party or chief prosecution 

witness, he should not entrust the departmental enquiry to an 

officer subordinate to him. 

  (v) In all such cases where allegations or insinuations are made by 

the Police Officer against the enquiry officer and request is 

made on this score for the transfer of an enquiry to another 

enquiring officer,  the punishing authority should call upon the 

defaulter to substantiate such complaints under Police Rules 

and satisfy himself that defaulter’s apprehensions are genuine, 

before orders for the transfer of enquiry to the other enquiries 

officer are passed. 

  (vi) Departmental action should precede judicial action in cases 

U/S 5(2) of the Prevention of Corruption Act. These 

instructions should be carefully followed as in the event of a 

judicial acquittal, departmental action is normally barred 

unless the case is covered by any of the exceptions given in P. 

R. 16.3. 

  (vii) If the accused officer, who has been given the summary of 

misconduct, admits the misconduct, the officer holding the 

enquiry may forthwith frame a charge, record the accused 

officer’s plea and statement he may wish to make and then 

record the final order, if it is within his power to do so, or 

otherwise forward it to an officer empowered to decide the 

case. In case allegations are such as can form the basis of a 

criminal charge, the Superintendent of Police shall decide at 

this stage whether the accused shall be tried departmentally 

first and judicially thereafter. 

  (viii) If the accused officer does not admit the misconduct, the 

officer conducting the enquiry shall proceed to record the 

necessary evidence in support of the allegations against him. 

The evidence of the witnesses should be recorded in the first 

person. Witnesses shall be examined in the presence of the 

accused, who shall be given opportunity to take notes of their 



statement and to cross examine them. It has been noticed that 

enquiries officers while preparing departmental file against the 

Police Officers often omit to mention underneath the 

statements of the witnesses examined whether the statement 

has been read out to him and admitted correct and the fact 

whether the witness was cross examined, and if so by whom 

viz : by the accused officer or the enquiring officer? The 

words “R.O. & A.C.” should therefore, invariably appear under 

the statement of each witness after it has been recorded. This 

is necessary because the statement has to be read out and 

explained to the witness concerned. There should also be a 

clear indication on the file showing cross-examination (i) by 

the accused officer, and/or (ii) by the enquiring officer, if 

there is no cross examination, the word “NIL” should be put 

against it. An accused Police Officer is not allowed to be 

represented by a lawyer before the enquiring officer. The 

enquiring officer is empowered to bring on record the 

statement of any witness whose presence cannot be procured 

without undue delay and expense or inconvenience provided 

that the statement has been recorded and attested by a Police 

Officer superior in rank to the accused officer or by a 

Magistrate and is signed by the person making it. This 

statement shall also be read out to the accused officer and he 

shall be given an opportunity to take notes. 

  (ix) Provisions of the Punjab Departmental Enquiries (Powers) Act, 

1955 have been made applicable to the enquiries held under 

the Punjab Police Rules. According to this Act, witnesses can 

be summoned to give evidence in departmental enquiries and 

the enquiring officer exercises the same powers as given to the 

court for the purpose of summoning the witnesses. 

  (x) In accordance with Police Rules, the accused can be asked any 

question by the enquiring officer, which he may consider 

necessary, with a view to elucidating the facts referred to in 

statement or documents brought on record, and the accused is 

bound to answer all such questions. 

  (xi) When the evidence in support of the allegations has been 

recorded, the enquiring officer shall (a) if he considers that 

allegations are not substantiated, either discharge the accused, 

if he is empowered to punish him or recommend his discharge 

to the S.P. or other officer, who may be empowered, or (b) 

proceed to frame a formal charge or charges in writing, explain 

them to the accused officer and call upon him to answer them, 



Final orders passed on the departmental enquiry should 

invariably be conveyed to the defaulter irrespective of the fact 

whether he has been held guilty or exonerated. 

  (xii) Copies of the statements of witnesses recorded during the 

preliminary enquiry or an investigation by the Police, if these 

are asked for by the defaulter, before or at the time of 

examination of the prosecution witnesses or before he files a 

written statement in the formal departmental enquiry, should 

be supplied to him to enable him to exercise his right of cross-

examination and defence effectively. Copies of the statements 

of only those witnesses, who are proposed to be examined in 

proof of the allegations against the accused officer or those 

witnesses of their previous statements for the purpose of 

corroboration, be furnished. Charges for copies etc. shall be 

governed by the provisions of P. R. 11.63. 

  (xiii) It is very essential to frame the formal charge or charges very 

clearly and care should, there fore, be taken required to get a 

formal charge approved from the S. P. and the S. P., before 

according approval, should ensure that it has been properly 

framed, and brings out clearly the misconduct of the accused 

officer and is based on the prosecution evidence. A 

combination of various counts to frame one charge should be 

avoided. The charge must be explained and read out to the 

defadulter and a copy of the charge sheet should also be 

supplied to him free of cost and a note to this effect recorded 

by the Enquiring Officer. 

  (xiv) After the charge is framed, the accused Police Officer is 

required once again to plead guilty or not guilty. If he pleads 

guilty, his statements should be recorded and the file sent to 

S.P. with the finding of the enquiring officer. In case he 

himself is not competent to pass orders. If the accused officer 

pleads not guilty, he should be required to state the defence 

witnesses whom he wished to call and may be given time, in 

no case exceeding 48 hours to prepare a list of such witnesses 

together with a summary of the facts regarding which they will 

testify. It is very essential that the list of defence witnesses 

should be asked for after the framing of the charge. It will be 

irregular to ask the accused officer to file a list of defence 

witnesses before the charge is framed. When the list is 

produced before the Enquiring Officer, he should carefully go 

through the summary of evidence which each witness whose 



evidence he considers irrelevant or unnecessary in regard to 

the specific charge or charges against the accused officer. The 

statements of defence witnesses shall be recorded in the 

presence of the accused who should be given opportunity to 

address questions to them and also to take notes. The enquiring 

officer is also empowered to bring on record statements of 

witnesses whose presence cannot be procured. The accused 

may also file documentary evidence and for this purpose, he 

should be allowed access to such files and papers as the 

enquiry officer considers fit, except such as form part of the 

record of the confidential office of the S. P. The supply of 

copies of documents to the accused shall be subject to ordinary 

rules, regarding copying fees etc. 

  (xv) After concluding the defence evidence or at any earlier stage: 

following the framing of a charge, the accused shall be  

required to state his own answer to the charge. He may be 

allowed to file a written statement and may be given time not 

exceeding seven days for its preparation. He shall, however, be 

bound to make an oral statement in answer to all questions 

which the enquiring officer may consider fit to put to him, 

arising out of the charge, the recorded evidence, or his own 

written statement. It is very important that the accused officer 

should be asked to file the written statement after the framing 

of the charge. 

  (xvi) The ENQUIRING Officer shall then proceed to pass orders of 

acquittal or punishment, if empowered to do so, or forward the 

case with his finding to an officer having the necessary 

powers. There should be no suggestion from the Enquiring 

Officer regarding the quantum of punishment to be awarded to 

the accused. 

  (xvii) P. R. 16. 24 (1) (ix) requires that no order of dismissal or 

reduction in rank shall be passed by an officer empowered to 

dismiss a Police Officer or reduce him in rank until that officer 

has been given a reasonable opportunity of showing cause 

against the action proposed to be taken in regard to him, 

provided that this shall not apply : 

   (aa) When a Police Officer is dismissed or reduced in rank on 

grounds of conduct which led to his conviction on a 

criminal charge. 

or 



   (ab) When the officer empowered to dismiss him or reduce 

him in rank is satisfied that for some reason to be 

recorded by that officer in writing it is not reasonably 

practicable to give to that Police Officer an opportunity of 

showing cause. 

  (xviii) Police Rules further lay down that before an order of dismissal 

or reduction in rank is passed, the officer to be punished shall 

be produced before the officer empowered to punish him, and 

shall be informed of the charges proved against him, and 

called upon to show cause why an order of dismissal or 

reduction in rank should not be passed. A copy of proforma of 

show cause notice drafted by L. R. is at Appendix ‘A’. This 

may be utilised with advantage. A copy of the finding of the 

Enquiring Officer should also be handed over to him, free of 

cost, alongwith this notice. Any representation, that he may 

make, should be recorded and shall form part of the record of 

file. Merely writing, that the defaulter is present and has 

nothing more to say or other words to that effect, are not 

sufficient. When complying with the provisions of P. R. 16. 

24(1) 

   (aa) that the defaulter has been called before the officer 

empowered to dismiss or reduce him; 

   (ab) that the charge, of which he has been found guilty, has 

been explained to him; 

   (ac) that a copy of the finding of the Enquiring Officer has 

been handed over to him; 

   (ad) that he has been called upon to show cause as to why he 

should not be dismissed or removed form service or 

reduced in rank, as the case may be, and  

   (ae) that he has been allowed reasonable time (not less than 10 

days) to make his reply. 

  (xix) An officer reduced in rank shall not be placed in the selection 

grade to which he is reduced, but he should be placed in the 

time-scale to which he is reduced, whether from a higher rank 

or from a selection grade of the same rank, at the point to 

which his approved service entitles him, but below the 

efficiency bar, if any. 

  (xx) In the matter of taking disciplinary action the competent 

authority has to be determined with reference to the posting of 

the officer concerned at the time of passing the order. The 



punishing authority is only competent to punish such 

defaulting officers, who are serving within his jurisdiction and 

are subject to his disciplinary control. 

  (xxi) Police Rule 16.2 (2) provides that an enrolled Police Officer 

sentenced judicially to rigorous imprisonment exceeding one 

month or to any other punishment not less severe, shall, if such 

sentence is not quashed on appeal or revision be dismissed. It 

has, however, been laid down notwithstanding anything 

contained in any other law, a person found guilty of an offence 

and dealt with under the provisions of Section 3 or Section 4 

shall not suffer disqualification, if any, attaching to a 

conviction of an offence under such laws provided that nothing 

in this section shall apply to a person, who after his release 

under Section 4, is subsequently sentenced for the original 

offence. In view of this Section of the Probation of Offenders 

Act, Police Officers can not be dismissed under para 16. 2 (2) 

of the Punjab Police Rules They can, however, be removed 

from service after holding a regular departmental enquiry in 

accordance with the rules on the subject. 

  (xxii) Article 311(1) of the Constitution of India lays down that no 

person, who is a member of a civil service of the Union or an 

All India Service or a Civil Service of a State or holds a Civil 

post under the Union or a State shall be dismissed or removed 

by an authority subordinate to that by which he was appointed. 

It is evident that when a punishment of dismissal or removal 

from service is considered appropriate to meet the ends of 

justice, it has to be awarded by an authority equivalent in rank 

to the one which had appointed the person proposed to be 

punished. For example, ASP/GRP or SDOs/GRP or 

DSP/PAP/Lahaul & Spiti, who are vested with the powers of 

appointment/dismissal, can only dismiss those officers who 

were appointed by them. Any deviation from this mandatory 

provision will make the order bad in law. 

  (xxiii) In respect of erstwhile Pepsu Police Officers, the authorities 

mentioned in P.R.16.1(2), as they stood on 1.1.56 shall be 

deemed to be the appointing authorities. 

  (xxiv) Departmental enquiries should be finalised as soon as possible, 

especially in cases where an officer is under suspension. As far 

as possible , evidence should be recorded from day to-day. 

  (xxv) In case, where preliminary enquiry is ordered by the 

Superintendent of Police, it is not obligatory to have the 

presence of the defaulter, and even if he is allowed to be 

present he shall not cross-examine the witnesses. The file of 



such a preliminary investigation should, however, form no part 

of the formal departmental record, but statements therefore 

may be brought on to the formal record if  witnesses are no 

longer available. All statements recorded during a preliminary 

investigation should be signed by the person making them and 

attested by the officer recording them. 

6. PPR 16.25 lays down” the standard of evidence and nature of charges”. 

The accused officer must be given a reasonable opportunity of proving 

his innocence, but the Enquiring Officers are not bound to follow 

strictly the provisions of Criminal Procedure Code or Indian Evidence 

Act. 

7. Once a punishment has been awarded by a competent authority, he 

himself cannot review his own award. 

8. According to PPR 16.28, the IG. DIG and SP may call for the records of 

awards made by their subordinates and confirm, enhance, modify or 

annul the same or make further investigation or direct such to be made 

before passing orders. In such case, the officer can annul, modify or 

enhance the award, but cannot convert the order of not guilty into one of 

guilty, this however should not be confused with Police Rule 16.24. 

Under PPR. 16.24, an S.P. need not accept the finding of “Not Guilty” 

and he may write his own finding of course confining himself to the 

evidence on record. It may be borne in mind that it is not an award and, 

hence in such case, Police Rule 16.28 does not apply In all cases in 

which officers propose to enhance an award, they should, before passing 

final orders, give the defaulter concerned an opportunity of showing 

cause, either personally or in writing as to why the punishments awared 

should not be enhanced. In such cases, the defaulter should always be 

supplied with a copy of the finding of the Enquiring Officer free of 

charge but the copies of evidence recorded of the departmental file 

which is done in the presence of the accused should always be supplied 

to him on payment if the officer applies for this. 

9. The provisions of PPR 16.38(1) &(II) should be complied with very 

carefully. There a complaint against a police officer disclosing the 

commission of a criminal offence by him in connection with his official 

relations with the public comes to the notice of Supdt. of Police he 

should immediately forward the complaint to the District Magistrate and 

obtain orders as to whether an enquiry into that complaint is to be made 

in the usual routine procedure by a Police Officer or the matter is to be 

enquired into by a Magistrate having Ist. class powers. After the 

completion of the enquiry under Para (1) of PPR 16.38, the District 



Magistrate is to decide whether the officer concerned shall be judicially 

prosecuted or dealt with departmentally and in the latter case should 

give his reasons for permitting departmental proceedings. Further in 

accordance with the provisions of PPR 16.38 it is not for the 

Superintendent of Police himself to suggest that a preliminary 

investigations or a departmental enquiry against a Police Officer should 

be launched. The Supdt. of Police is only required to refer the case to 

the District Magistrate under paras (1) and (2) of this police rule and it 

is for the District Magistrate to decide as to what action should be taken 

in the matter. 

10. It should also be borne in mind that major punishments can only be 

awarded after the preparation of a departmental file according to the 

procedure laid down in Police Rule 16.24 But probation or merely 

officiating in that rank is not tantamount to reduction for the purposes of 

rule 16.4 Previously the different high courts gave conflicting ruling in 

this matter, but the controversy was set at rest by the Supreme Court 

ruling in Civil Appeal no. 65 of 1957, in case of Shri Parshotam Lal 

Dhingra Vs. the Union of India. In this case, the appeal of Shri Dhingra, 

who had been reverted on a bad report, was dismissed with costs as the 

Supreme Court held that the orders of the General Manager reverting 

Dhingra did not entail the forfeiture of his chances of future promotion 

or affected his seniority in his substantive rank or post. The Supreme 

Court held that reduction in rank may be innocuous or it may be penal. 

If the government servant has a right to a particular rank i.e. if he held 

that rank substantively then the very reduction from that rank will be 

penal for he will lose the emoluments and privileges of that rank. If, 

however, he had no right to the particular rank viz; if he was on 

probation or officiating his reduction to a substantive lower rank will 

not ordinarily be a punishment. The mere fact, however, that the servant 

had no title of a servant to a lower post or rank cannot, in any 

circumstances be a punishment. Reversion, as well as the removal of a 

name from a promotion list, could be either for being considered 

unsuitable in the higher rank on the basis of individual record of work, 

efficiency or as a punishment for a specific misconduct. The implication 

of the Supreme Court judgement for our purpose, which have been 

carefully examined, are that reversion from a higher rank (or removal of 

a name from a promotion list) on the basis of unsatisfactory standard of 

efficiency and work is not a punishment or a penal measure, and does 

not contravene Article 311, if no Show Cause Notice is given to the 

official concerned. Mere removal of name from a promotion list, for 

whatso ever reason, is not a punishment so to attract article 311. But if 

the name of the official is removed from the list simultaneously with the 



order of reversion then the provisions of the said Article will be 

attracted because it will be considered to be an order of reduction in 

rank. 

11. It has also been observed that previous record of the accused officer or 

his other bad entries are taken into consideration at the time of writing 

the final order and a deterrent punishment is awarded on the basis of his 

past bad history. This procedure is contrary to the principle of natural 

justice. It is, therefore, essential that the attention of the accused officer 

should be specifically drawn towards his previous record, etc. and full 

opportunity should be granted to him to lead any defence or offer any 

explanation on that score. Punishment should be awarded after duly 

considering his explanation. Therefore, when any delinquent Police 

Officer is to be awarded the punishment of dismissal or reduction in 

rank and it is intended to take his past record into consideration, it is 

mandatory that either a copy of the adverse entries or atleast a fairly 

comprehensive gist there of should invariably be incorporated in the 

Show Cause Notice itself, which is served on him. Failure to do so 

would render the order immaterial. 

APPENDIX ‘A’ 

 

Show Cause Notice 

 

1. I am to say that the Enquiry Officer Shri......................... ASP/DSP/Inspector 

appointed to enquire into certain charges against you has submitted his findings. A 

copy of the findings is enclosed for your information. 

2.  On a careful consideration of the findings, and in particular of the of the 

conclusions reached by Enquiry Officer in respect of charges framed against you, I 

am provisionally of the opinion that penalty of dismissal/reduction in rank should 

be enforced on you. Hence, I have called you in my presence. Before I take that 

action I desire to give you an opportunity of showing cause against the action 

proposed to be taken. Any representation which you make in that connection will be 

considered by me before taking the proposed action. Such representation, if any, 

should be made in writing, and submitted so as to reach me not later than 10 days 

from the receipt of this Show Cause Notice by you. 

 

 

 Signature 

 Designation of the officer 

 Dated 

 To 

 The penalty which is proposed to be inflicted should be specified here, unnecessary 

words may be ommitted. 

 

 



DIRECTOR GENERAL’S STANDING 

ORDER NO. 3/1981 

 

Procedure Regarding Departmental 

Enquiries/Punishments 

 

1. From the scrutiny of departmental equiry files received in the General Police                    

Office in connection with the disposal of appeals, revisions, and litigation                         

matters, it had been noticed that while conducting departmental proceedings,                   

proper procedure regarding preparation serving of summary of allegations/                      

charge sheet, recording of evidence, giving of reasonable opportunity of defence, 

recording of finding and awarding of punishment, etc. is not being followed and the 

requirements of Rules are not being strictly adhered to. Consequently, in quite a 

number of cases, the departmental proceeding/punishment orders have to be set 

aside, mainly because of one or the other aforesaid reasons. Moreover in many 

cases, the department has to face adverse verdicts from the courts which not only 

result in waste of public money and time, but has also an unhealthy effect on the 

discipline and morale of the force. The need for properly conducting departmental 

proceedings and passing of appropriate orders is, there fore, obvious and hardly 

needs any emphasis. 

2. To prevent the recurrence of these irregularities delays and serious omissions in 

such cases, the following exhaustive guidelines, have been prepared keeping in 

view the relevant rules, instructions and latest court rulings. It may be made clear 

that these instructions are supplementary to the provisions contained in the Punjab 

Police Rules and are in no way derogatory to the same. These may please be 

brought to the notice of all concerned, essentially the Gazetted Officers and 

Inspectors serving under you for meticulous compliance. In future, any lapse in 

such matters on the part of any officer shall be viewed seriously, and shall make 

such officer liable to account for the loss suffered by the Government in this behalf. 

 

Time Required For Completion of Internal Proceedings 

1. The departmental proceedings should be completed expeditiously as delay in their 

completion, besides being a source of anxiety and harassment to the official 

concerned, defeats the purpose of good discipline as well as equitable and speedy 

justice. The department files, as per the Government instructions on the subject, 

should be completed, as far as possible within six months, including the 

investigation part, if any, involved. The Enquiry Officer should ensure that 

government’s desire to reach in expenditious decision in cases of enquiry is 

translated into action. 

 

Preliminary Inquiries 



2. Rule 16.23 of the Punjab Police Rules deals with the holding of preliminary 

enquiries. If any document brought on record during preliminary enquiry is sought 

to be proved during regular enquiry, a copy of the same shall be supplied to the 

defaulting Police Officer at the time of serving of the summary of allegations or at 

any appropriate stage of the enquiry proceedings in order to enable him to prepare 

his cross-examination/defence. 

 The Police Officer concerned may, during the pendency of the enquiry, ask for 

copies of any other documents relevant to the charge and such copies should be 

supplied by the Enquiry Officer, charging usual copying fee. 

Appointment of Enquiry Officer 

3. The departmental files against NGOs should invariably be prepared by a Gazetted 

Police Officer, while all serious enquiries against other ranks, which are likely to 

result in a major punishment i.e. dismissal or reduction in rank, should as far as 

possible, be also conducted by a Gazetted Officer. The preliminary enquiries and 

petty departmental enquiries against other ranks may, however be entrusted to 

Inspectors. 

 The departmental enquiry should not be entrusted to an officer who is himself a 

material witness, or who has a personal bias against the accused officer. Similarly, 

if the punishing authority is himself an aggrieved party or chief prosecution witness, 

he should not entrust the enquiry to an officer directly subordinate to him. In such 

cases, the matter may be referred to the Range D.I.G. for the transfer of the enquiry 

to some other district. Further, a Police Officer who has conducted a preliminary 

enquiry against a defaulting Police Officer or who has prejudged the issue because 

of his personal knowledge, should not be appointed to hold a regular departmental 

enquiry. In the interest of justice, so far as possible the officer who conducted the 

departmental enquiry should not pass final order there on, though he may be 

competent under the rules to do so. He shall forward his findings to his immediate 

senior officer for orders. This should be done to ensure that justice is not only done 

but also appears to have been done. 

 

Transfer of an Enquiry 

4. In all such cases where allegations or insinuations are made by the defaulting        

Police Officer against the Enquiry Officers, and a request is made on 

this score for the transfer of the enquiry to another Enquiry Officer, the 

punishing authority should obtain the comments of the Enquiry Officer, 

call upon the defaulting Police Officer to substantiate such 

complaints/allegations, and satisfy himself that the defaulter’s 

apprehensions are genuine, before orders for the transfer of enquiry to 

any other officer are passed. When the defaulter submits any application 

for transfer of the enquiry, the Enquiry Officer should obtain orders of 

the competent authority thereon and convey the same to the defaulter 

before proceeding further with the enquiry. In case of second or 

subsequent application for transfer of the enquiry the proceedings shall 

continue unless specifically stayed by any higher authority. 



 

Action Against Police Officers by Criminal Courts 

5. Rule 16.2(2) deals with departmental action on the basis of conviction of a Police 

Officer by a Criminal Court. An officer who is convicted and released on probation 

under the Probation of Offenders Act is still liable for departmental action on the 

basis of charge proved against him. 

 

Nature of Misconduct and Standard in Departmental Enquiries 

6. The standard of proof required to substantiate the charges in a departmental 

enquiry is that of preponderance of probability and no proof beyond 

reasonable grounds. The disciplinary proceedings are not criminal trials 

and are, therefore, not governed by the provisions of Indian Evidence 

Act. Nevertheless, the departmental proceedings are subject to the 

Principles of Natural Justice. The rules of Principles of Natural Justice 

are not codified and cannot be stated with exactitude. In departmental 

enquiries, it is unnecessary to import the strict procedure applicable to 

judicial trials. However, delinquent officer called upon to answer a 

charge must be given every opportunity of proving his innocence. 

Conclusions in departmental proceedings should not be coloured by any 

irrelevant considerations of matters of prejudice and should not be based 

on suspicision, conjectures and surmises, nor should it act on no 

evidence. The circumstantial evidence must be such as would irresistibly 

lead to an inference of guilt of the person charged with the offence. 

 

Joint/Common Enquiry Proceedings 

7. Where two or more Police Officers are concerned in any case, the competent 

authority (the authority competent to impose the punishment of dismissal on                              

all such officers) may make an order directing disciplinary action to be taken 

against all of them in common/joint proceedings. The joint proceedings in such 

cases shall conform to the procedure laid down for the conduct of departmental 

enquiries. The summary of allegations and charge sheet, however, be served on all 

the delinquent officers separately. Every such officer will be individually given an 

opportunity to cross examine the prosecution witnesses and to produce defence. 

 In case where the authorities competent to impose the punishment of dismissal on 

such Govt. employees are different, the order for   taking disciplinary action in a 

common proceedings may be made by the highest of such authorities with the 

consent of the others. 

 There may be cases where two Police Officers  involved in a misconduct                   

make complaints against each other and where accused and the accuser 

may be required to be dealt with departmentally for the same mis-

conduct. Such cross complaints arising out of the same or connected 

incident or transaction are not uncommon and occur frequently in 

criminal cases. The general principle as laid down by the courts is that 

the accused in cross cases should be tried separately, and that both the 



trials should be held simultaneously or in quick succession so as to 

avoid conflicting findings and different appraisal of the                  same 

evidence. In several cases, however, the cross complaints were tried 

together and disposed of by a common judgement. In such cases, the 

courts have held that this constitutes an irregularity which, however, 

does not vitiate the trial unless there was real prejudice to any of the 

accused or mis-carriage of justice. On the analogy of the criminal cases 

practice and procedure, a joint proceeding against the accused and the 

accuser is an irregularity which should be avoided. 

 

Record of Departmental Proceedings 

8. The relevant provisions for dealing with departmental enquiries and                   

punishments are contained in Chapter XVI of the Punjab Police Rules. 

Rule 16.1 (3) lays down that punishment of dismissal, reduction in rank, 

with-                holding of increments and forfeiture of approved 

service, are major                  punishments. In cases in which it is 

considered that the offence if proved, calls for a major punishment, a 

record of the departmental proceedings is required to be prepared in 

accordance with the provisions of PPR16.22(1). This record shall 

contain : 

 (a) A statement summarising the alleged mis-conduct of the defaulting Police 

Officer. 

 (b) The evidence supporting the said alleged misconduct. 

 (c) The charge sheet. 

 (d) The statement of defence witnesses or defence evidence. 

 (e) The written statement of defaulting Police Officer in reply to the charge. 

 (f) The finding of the Enquiry Officer. 

 (g) The Show-Cause Notice for proposed punishment. 

 (h) The reply to the Show-Cause Notice. 

 (i) The final order of the punishing authority. 

 (j) Misc. papers including record  of day to day proceedings, record of 

preliminary enquiry, if any, and other concerned papers/record. 

 The proceedings in a departmental enquiry shall, as far as possible, be type-

written or atleast should be in a legible hand. The record shall be paged 

like an ordinary file and an index in form 16.22(3) shall be attached to the 

first                            page of the file. This record, together with any order passed in 

appeal or revision, shall after necessary entries have been made in the character roll, 

duly placed in a separate file cover, be filed with the vernacular personal file (Fauji 

Missal) of the officer concerned. 

 

Procedure in Departmental Findings 



9. The departmental enquiry is not a mere formality but is a serious proceeding.                         

The detailed procedure for holding  departmental enquiries/proceedings is                                 

laid down in Rule 16.24 of the Rules, which is, in fact, a very important rule,                                     

and it must be gone through very carefully by the Enquiry Officer before                          

initiating departmental proceedings against any subordinate Police Officers. While 

dealing with departmental enquiries, the following guidelines should invariably be 

kept in mind: 

 (a) Service of Summary/Statement of Allegations 

  (i) In the first instance, the Enquiry Officer shall carefully study the                      

initiation of the departmental enquiry and shall prepare a statement                  

of alleged misconduct and a list of witnesses and documents by                      

which each article of allegations/misconduct is proposed to be                  

sustained. This statement of allegations should summarise the                         

alleged mis-conduct of the defaulting Police Officer in clear and self-

explanatory terms, and should give full notice of 

circumstances in regard to which evidence in support of these 

allegations is to be recorded. 

  (ii) Thereafter, the Enquiry Officer shall call the defaulting Police 

Officers in his presence and shall read out and explain to him 

the aforesaid summary of allegations and list of prosecution 

witnesses and documents to be relied upon in such a way as to 

give full notice of circumstances in regard to which evidence 

is to be recorded. 

  (iii) A copy of this summary of allegations, list of prosecution 

witnesses/documents and copies of documents relied upon or 

to be relied upon, shall be supplied to the defaulting Police 

Officer, free of cost. 

  (iv) The statement of the defaulting Police Officers, having 

understood the allegations and having received the aforesaid 

documents (summary of allegations, list of prosecution 

witnesses/documents and copies of documents, relied upon) 

and his pleading ‘guilty’ or ‘not-guilty’ shall be recorded by 

the Enquiry Officer and got signed by the defaulting Police 

Officer in token of having understood the allegations and 

having received the aforesaid documents. 

  (v) The Enquiry Officer shall, on a separate sheet, also record a 

resume of day-to-day proceedings, in chronological order, to 

be added to the Departmental file. These shall precisely state 

the proceedings held on a particular day and shall be got 

signed by the defaulter Police Officer also. 

 (b) If the accused Police Officer at this stage admits the misconduct 

alleged against him, the officer conducing the enquiry may proceed 



forthwith to frame a charge, record the accused Police Officer’s 

plea and any statement he may wish to make in extenuation and to 

record a final order, if it is within his power to do so, or a finding 

to be forwarded to an officer empowered to decide the case. 

 (c) Recording of Prosecution Evidence 

  (i) If the accused Police Officer does not admit the mis-conduct, 

the officer conducting the enquiry shall proceed to record such 

evidence, oral and documentary, in proof of the accusation as 

is necessary to support the charge. The recording of 

prosecution evidence should be started there and then at the 

time of serving of summary of allegations on the accused 

Police Officer but it may be taken up not before 24 hours 

giving reasonable opportunity to the accused Police Officer to 

study the aforesaid documents and prepare his cross-

examination. The evidence of the witnesses shall be recorded in the 

first person and they (the witnesses) shall be examined in presence of the 

accused, who shall be given opportunity to take notes of their statements 

and to cross examine them. The fact that the statement of a particular 

witness has been read out to and admitted by him shall always be 

indicated underneath the statement of such witnesses by mentioning the 

words read over and admitted correct or ‘R.O. & A.C.’ and obtaining 

signatures of the concerned witnesses. There should also be clear 

indication on the file showing cross-examination of the witnesses by the 

accused Police Officer and/or by the Enquiry Officer. If there is no 

cross-examination, the word ‘Nil-Opportunity given’ should be put 

against it. 

   The officer conducting the enquiry is empowered to bring on record the 

statement of any witnesses whose presence cannot be procured without 

undue delay and expense or inconvenience, if he considers such 

statement necessary and provided that it has been recorded and attested, 

by a Police Officer superior in rank to the accused Police Officer or by a 

Magistrate, and is signed by the person making it. This statement shall 

be read out to the accused Police Officer and he shall be given an 

opportunity to take notes. 

  (ii) The Enquiry Officer can ask any question from the accused Police 

Officer, which he may consider necessary with a view to elucidating the 

facts referred to in statements of documents brought on the record and 

the accused Police Officer is bound to answer such questions. 

  (iii) The provisions of the Punjab Departmental Enquiries (Powers) Act,  

1955, have been made applicable to the enquiries held under the Punjab 

Police Rules. According  to these provisions, the witnesses can be 



summoned to give evidence in departmental enquiries and the Enquiry 

Officer exercises the same powers as given to the court for the purpose 

of summoning the witnesses. 

  (iv) Engagement of an advocate by the accused Police Officer during 

departmental proceedings. 

   An accused Police Officer not allowed to engage an advocate/lawyer to 

represent his case before the Enquiry Officer. There is no provision in 

the rules for asking for such assistance. 

 (d) The Charge Sheet: When the evidence in support of the allegations has been 

recorded, the Enquiry Officer shall:- 

  (i) If he considers that such allegations are not substantiated, either 

discharge the accused Police Officer himself, if he is empowered to 

punish him, or recommend his discharge to the competent authority, 

who may be so empowered, and final orders passed in this behalf shall 

be conveyed to the accused Police Officer; or 

  (ii) Proceed to frame, a formal charge or charges in writing and get them 

approved from the competent authority (the authority competent to 

punish the accused Police Officer). 

  It is very essential to frame the formal charge very carefully. The competent 

authority while approving the charge must ensure that it has been properly 

framed and brings out clearly the misconduct of the accused Police Officer 

and is based on the prosecution evidence brought on record. A combination of 

various counts should be avoided and each count be stated separately and 

clearly. 

  The charge(s) must be explained and read out to the accused Police Officer 

properly and a copy thereof supplied to him free. The accused Police Officer 

once again shall be called upon to answer the charge and required to state 

whether he pleads ‘quilty’ or ‘not guilty’. If he pleads guilty, the Enquiry 

Officer shall record if he himself is competent to do so (if he himself is the 

punishing authority). If the accused Police Officer pleads ‘not guilty, his 

statement in this behalf shall also be brought on the proceedings and he shall 

be called upon to state his defence. 

 (e) Defence Evidence. The accused Police Officer shall be required to state his 

defence witnesses whom he wishes to call and shall be given time, in no case 

exceeding 48 hours, to prepare a list of such witnesses together with the brief 

gist of the facts as to which they will testify. The Enquiry Officer shall be 

empowered to refuse to hear any witnesses whose evidence he considers will 

be irrelevant or unnecessary in regard to the specific charge framed and such 

reasons shall be recorded in the proceedings. The statement of witnesses 

whom the enquiry officer decides to admit, shall be recorded in the presence 

of the accused Police Officer who shall be allowed to address questions to 



them, the answers to which shall be recorded on the file and to take notes. The 

enquiry officer may cause to be recorded by any other Police Officer superior 

in rank to the accused Police Officer, the statement of any such witnesses 

whose presence cannot be secured without undue delay or inconvenience, and 

may bring such statements on record. 

  The accused Police Officer may file documentary evidence and may for this 

purpose be allowed access to such files and papers, except those which form 

part of the confidential record. The supply of copies of the documents to the 

accused shall be subject to the rules regarding copying fee etc. 

 (f) Written Statement of the Accused Police Officer. After concluding the 

defence evidence or if no defence evidence is led at the stage following the 

framing of a charge, the accused shall be required to state his own answer to 

the charge. He may be allowed to file a written statement and may be given 

time not exceeding seven days for its preparation. He shall be bound to make 

an oral statement in answer to all questions which the enquiry officer may 

deem fit to put to him, arising out of he charge, the evidence brought on 

record or his own written statement and such questions, if any and replies 

there to, shall be recorded in the proceedings. It is very important that the 

accused Police Officer is asked to file his aforesaid written statement after 

framing of the charge. 

 (g) Findings of Enquiry Officer. The Enquiry Officer shall record his findings 

and forward the case to an officer having the powers to impose punishment. 

While recording findings, the enquiry officer must familiarise himself with the 

facts, the rules of instructions relevant to the case entrusted to him, the 

requirement of his job as an enquiry officer, and should not be influenced by 

any extraneous considerations. The findings should be in detail, giving, inter 

alia, a proper appreciation of evidence brought on record, of course confining 

to the charge under enquiry discussing various points raised by the accused 

Police Officer in his defence and in the written statement and definite 

conlusions arrived at by the Enquiry Officer. The Enquiry Officer shall not 

make any suggestion with regard to the punishment to be awarded to the 

accused Police Officer. The punishing authority can differ with the finding of 

the enquiry officer, and may write his own finding, of course, confining 

himself to the evidence on record. 

 (h) Service of Show Cause Notice. According to the provisions of the Rules, the 

opportunity of showing cause against the proposed punishment is                  

provided only in the case of dismissal from service and reduction in rank. 

However, in the interest of justice and fairness, the opportunity of showing 

cause should also be given to the accused Police Officer where ever any major 

punishment is proposed to be awarded, i.e. for dismissal from service, 

reduction in rank, forfeiture of service and stoppage in increment. A copy of 

the finding of the Enquiry Officer should also be supplied to the accused 



Police Officer along with the aforesaid Show-Cause Notice. The accused 

Police Officer be given a minimum of ten days to submit a written reply to the 

Show-Cause Notice. 

 (i) Opportunity of Personal Hearing & Passing of Final Orders 

  (i) In the cases of dismissal and reduction in rank, it is a must that                          

before such an order is passed, the accused Police Officer is called in 

presence before the officer empowered to punish him as such,                           

and informed of the charges proved against him and is called upon to 

show-cause why an order of dismissal or reduction in rank should not be 

passed. Whatever verbal submissions the accused Police Officer may 

make at the time of this personal hearing, should be recorded and got 

signed from him. All these proceedings, that the accused Police Officer. 

   (aa)  has been called in presence by the punishing authority;   

    (ab) has been explained the charges proved against him; 

   (ac) has been called upon to show-cause as to way the proposed action 

should not be taken against him; 

   (ad) has been supplied with the Show Cause Notice and a copy of the 

findings &  

   (ae)  his statement in this behalf has been recorded; should                       

invariably be brought on record, and should be got signed by the 

accused Police Officer and attested by the punishing authority 

himself. 

  Provided that the aforesaid provisions shall not apply in case; where a Police 

Officer is dismissed or reduced in rank on grounds of mis-conduct which has 

led to his conviction on a criminal  charge; punishing authority is satisfied that 

for some reasons to be recorded in writing that it is not reasonably practicable 

to give to that officer an opportunity of showing cause. 

 (ii)  In case where, if owing  to complicated nature of the matter or other                  

sufficient reasons to be recorded, the officer empowered to impose 

the punishment of dismissal or reduction in rank, considers the 

procedure laid down in sub-para (e) above,  inappropriate, he may 

inform the officer to be punished in writing of the charges proved 

against him and reasons for dispensing with the aforesaid 

provisions, call upon him to show cause in writing why an order of 

dismissal or reduction in rank should not be passed. Any written 

reply/representation received, shall be placed on the record of the 

case and taken into consideration before the final order is passed. The 

aforesaid reasons/circumstances shall also be recorded in the final order. 

 (iii) It is  important that the final order should give proper sequence of facts, deal 

with all the points raised by the accused Police Officer and should be a 

speaking order, especially for the following reasons : 



  (aa) that the punishing authority, exercises quasi-judicial function while 

passing such an order; 

  (ab) that the punishing authority should, therefore, make a judicious approach 

and not to allow itself to be influenced by any material with regard to 

which no opportunity has been afforded to the person concerned; 

  (ac) the need of passing a speaking order becomes apparent so that the 

officer concerned knows the process of reasoning that led to the penal 

action. 

  (ad) that the need for making speaking orders in matters affecting rights of an 

employee is now being insisted by the courts as a principle of Natural 

Justice. 

  (ae) speaking orders facilitate quicker disposal of cases. 

  If the accused Police Officer had been placed under suspension or had 

remained under suspension during certain period of proceedings, specific 

orders should be passed in the final order and allowances to be paid for such 

period and whether the said period shall be treated as a period spent on duty or 

not. 

  Some Police Officers have often succeeded in getting departmental orders set 

aside on the grounds of non-compliance of the mandatory provisions                     

of Article 311 of the Constitution of India or other statutory rules. In                             

some cases orders have been set aside by the courts on the grounds that                

the principles of Natural Justice had not been kept in view by the concerned 

authorities. It is, therefore, necessary that orders in departmental 

enquiries and allied matters should be passed with utmost care, 

bearing in mind the various statutory provisions of law and 

Principles of Natural Justice. 

  It has also been observed that previous record of the accused Police 

Officer, or his other bad entries are taken into consideration to 

determine the nature of punishment. This procedure is contrary to 

the principles of Natural Justice. It is, therefore, essential that in  

such cases with a view to give the defaulting Police Officer full 

opportunity to lead his defence or to give his explanation, a copy of 

adverse entries or atleast a gist thereof should be attached to or 

incorporated in the Show-Cause Notice and the explanation given 

by the accused Police Officer be taken into consideration while 

passing final order. 

  An order of dismissal or reduction in rank, should invariably state 

about the opportunity of personal hearing. It should be ensured that 

the order of dismissal has been passed in accordance with the 

provisions of Rule 16.2 of the Rules. The fact regarding gravity of 

mis-conduct proving incorrigibility and complete unfitness for 



Police service, and regarding having considered the length of 

service and claim to pension of the accused Police Officer, while 

making such an award, should also be discussed in the punishing 

order. 

 (j) Ex-parte Proceedings. As per the provisions of Rule 16.24(2) of the 

Rules, a Superintendent of  Police or any officer of rank higher than 

Superintendent of Police, may institute, or cause to be instituted, ex-parte 

proceedings in any case in which he is satisfied that the defaulter cannot be 

found or that inspite of notices to attend, the defaulter is deliberately evading 

service or refusing to attend without due cause. The procedure in such ex-

parte proceedings shall, as far as possible, conform to the procedure laid down 

for a regular departmental enquiry : 

  Provided that the defaulter shall be deemed : 

  (i) not to have admitted the allegations contained in the summary of 

misconduct, & 

  (ii) to have entered a plea of not guilty to the charge. 

  It has further been laid down that the defaulter, if he subsequently appears at 

any stage during the course of the exparte proceedings, shall not be entitled to 

claim de-novo proceedings, or to recall for cross-examination any witnesses 

whose evidence has already been recorded. He shall, however, be fully 

informed of the evidence which has been led against him and shall be 

permitted to take notes there of and he shall also be furnished with a copy of 

the summary of allegations and of the charge or charges framed. 

  It has been noticed that the afore said statutory provisions are sometimes not 

properly complied with. In such cases, the summary of allegations should 

always be served on his home address and it should be deemed not to have 

been admitted by him. There after, prosecution evidence be recorded and 

formal charge sheet be framed and got approved from the competent 

authority. At this stage again, efforts should be made to secure, the presence 

of the defaulter or to serve the charge sheet on him, and in case, it is not 

possible, the defaulter should be deemed to have entered a plea of not guilty to 

the charge. All these facts must form part of the proceedings. 

  On receipt of findings of the Enquiry Officer about an ex-parte proceedings, 

the punishing authority, as far as possible, shall follow the procedure as laid 

down in sub-paras (viii) & (ix) supra,  for passing a final order. 

 

Power to Review Proceedings/Awards 

10. According to the provisions of Rule 16.28, the Inspector General, Deputy                

Inspector-General and the Superintendent of Police can call for the records of 

awards made by their subordinates and confirm, enhance, modify, or annul                              



the same, or make further investigation or direct such to be made before passing 

orders. If an award of dismissal is annulled, the officer annulling it shall state 

whether it is to be regarded as suspension followed by re-instatement, or not. The 

order should also state whether service previous to dismissal should count for 

pension or not. Further, in all cases in which officers propose to enhance an award, 

they shall before passing final orders, give the defaulter concerned an opportunity 

of showing cause, by calling him in presence or otherwise, as the case may be as to 

why his punishment should not be enhanced. The reasons for such an enhancement 

should be incorporated in the Show-Cause Notice, and a copy of findings of 

Enquiry Officer, if not already supplied to the concerned officer, should also be 

supplied to him. Where it is proposed to enhance the punishment to that of 

reduction in rank or dismissal from service, the opportunity of personal hearing 

shall have to be given accordingly, before passing a final order. It may be 

mentioned here that a finding in a departmental enquiry is not an award for the 

purpose of Rule 16.28. 

Orders on Appeal 

11. An appeal lies only against an order of dismissal reduction in rank, stoppage                            

of increment or forfeiture of approved service for increment. The orders in                      

appeal should always be speaking orders dealing with all the points raised by                         

the appellants. The appellate authority should also ensure that the enquiry                  

proceedings have been conducted strictly in accordance with the Rules, the                 

evidence brought on record has been properly appreciated, defaulter’s pleas                      

have been suitably dealt with by the authorities below and that the punishment  

awarded is commensurate with the proved misconduct of the delinquent Police 

Officer. 

 

Director General of Police, Punjab 

Endst. No. 9317-50 E-2,  

dated Chandigarh the, 17th June,1981. 

 

1. Copy forward to all Heads of Police Offices in the 

State for information and guidance. 

2. A receipt may please be acknowledged. 

 

 

DIRECTOR GENERAL OF POLICE STANDING 

ORDER NO. 2 OF 1982 

 

Arrest, Search and Seizure 

 



1. Everyone in the Police is aware that Police officials of India are vested 

with vast powers under Criminal Procedure Code with regard to arrests 

and searches. These powers impinge upon the liberty of the citizens, if 

misused, and can be exercised to cause harassment to the citizenry as 

well as afford an opportunity to unscrupulous elements in Police to 

benefit themselves. 

2. As has been impressed on previous occasions, the success of a Police 

Officer depends upon his ability to enlist the help of the public and win 

confidence of the people. A Police Officer who causes harassment to the 

innocent people, either due to foolhardy behaviour or for some ulterior 

motive, brings bad name to the Police organisation. This type of 

behaviour has to be checked. 

3. You are also aware that a large number of complaints are sent to Police 

Stations and on these complaints a number of people are called to the 

Police Stations. This results in harassment to the public as well as 

causes curtailment of the liberty of the citizens which Police should 

really safeguard. This system also leads to malpractices. 

4. S.S.Ps will, therefore, ensure that nobody is called to Police Stations 

unless the S.H.O. of the Police Station concerned has personally applied 

his mind to the case and he has satisfied himself that the person 

concerned has to be called to the Police Station. Any ASI, H.C. or a 

Constable calling publicman to Police Stations, should be dealt with 

departmentally and suitable punishment be inflicted on him/them. The 

practice of calling people to the Police Station should be avoided: 

women and children and old men should not normally be called to the 

Police Station. 

5. A Police Officer should effect arrest only when he finds a cognizable 

offence being committed in his presence, otherwise the evidence should 

be carefully scrutinized by a senior officer before the arrest of the 

accused is decided upon. Unless there is likelihood of the accused 

turning absconder, the decision to effect arrest should be taken at not 

less than S.H.O.'s level and the senior Police Officers must ensure that 

the arrest is not effected by junior officers in a routine manner.  

 

    (Birbal Nath) 

Director General of Police, Punjab. 

'Walia'  4.5.1982 

 

No. 3645-57/TT-5 Dated, Chandigarh, the 7th May, 1982. 



 A copy is forwarded, for information and necessary action to:- 

1. All District Sr. Supdts. of Police/Supt. of Police in the State; 

2. Assistant Inspr. General, Govt. Rly. Police, Punjab. 

3. Range D.Is.G. and D.I.G./Railways, Punjab. 

4. D.Is.G./C.I.D. (Crime) & Intelligence. 

 

STANDING ORDER NO. 3/82 

 

Customs in Punjab Police 

 

1. It is an outdated notion that loyalty is one way traffic and should be extracted from 

subordinates alone. The superiors have also to be loyal to the interest of the juniors 

and should accord them fair and just treatment: respect is mutual and reciprocal. All 

officers, therefore, should show not only consideration, kindness and courtesy 

towards their juniors but must show courtesy and consideration for their equals and 

superiors. 

2. The following guidelines are laid to foster esprit-de-corps among the officers of the 

State Police so that they can come to appreciate the values of traditions which go to 

enhance respect for each other and create an atmosphere of comraderie and a 

climate of co-operative working. 

3. Officers Reporting on Posting to Punjab. Officers on posting to Punjab should, at 

the first available opportunity: 

 a) Call upon the Director General-cum-Inspector General of Police in his office; 

 b) Call upon the Deputy Inspector General of Police and his senior officers in 

office. 

 Such visits will be combined with official work so that Govt. resources are not 

misused for merely social ends. 

4. Officers When Posted Out. Whenever an officer proceeds out of Punjab on 

deputation or otherwise, he should: 

 a) call upon the Director General-cum-Inspector General of Police in his office; 

 b) call upon the Deputy Inspector General of Police and his senior officers in 

their office. 

 The officers leaving the State should, so far as possible be hosted of a social 

function at the headquarter of the unit concerned jointly by the officers of the 

concerned unit. Officers proceeding on deputation from Chandigarh should be 

hosted a social function to be arranged at Officer's Mess, Chandigarh.  

5. Officers Retiring From Service. Officers belonging  to Punjab Police Service 

retiring from service should be entertained to a get-together at the time of the 

Annual Range Sports Function. IPS Officers retiring from service should be 



entertained to a social function either at the time of passing-out parade at the Police 

Training College, Phillaur, or at the time of Annual Sports Function at Jullundur 

Cantt: Officers retiring from Chandigarh may also be hosted to a social function at 

Officers' Mess, Chandigarh. Both the PPS and IPS officers while retiring will be 

presented with a small memento with Punjab Police Crest of a nominal value as a 

token of the affection: no other expensive gift is to be presented.  

 For the purpose, officers will subscribe a nominal amount to the Mess Fund from 

which these mementos will be purchased and kept in the Messes at Jullundur and at 

Chandigarh. 

6. Customs with Relation to Retired Police Officers. 

 District Superintendents of Police will maintain lists of retired officers and other 

ranks. Such lists will also be maintained in the concerned Police Stations. Centrally, 

lists of retired Police Officers from the rank of D.S.P. to Inspector-General of 

Police with complete addresses will be maintained at the State Headquarters. 

  Officers should, as far as possible, participate in auspicious functions 

celebrated by the retired officers in their families. Similarly in case of a tragedy in 

the family of a retired personnel, the serving officers must show consideration and 

sympathy by joining the bereaved family on Bhog/last rites, etc., if possible. 

  Retired officers should be invited to all official/semi official functions. 

 Retired officers and men should be given proper hearing when they approach for 

assistance or redressal of genuine grievances Widows and children of the retired 

men should be given due consideration and help in case of need. 

  When a retired Police Officer dies, Police honours should be given. Either the 

Superintendent of Police himself or his representative should attend his last 

rites/Bhog ceremony, etc. 

 

    Sd/- 

    (Birbal Nath) I.P.S. 

Director General of Police, Punjab 

 

From 

  The Director General of Police,  

  Punjab Chandigarh. 

To   

 1. Inspector General of Police, 

  Railways, Punjab  

 2. Inspector General of Police, 

  Punjab Armed Police, Jalandhar Cantt. 

 3. Inspector General of Police, 

  Commando, Punjab, Chandigarh. 



 4. All Districts Sr. Supdt. of Police in Punjab. 

 

 

PROMOTION SYSTEM IN POLICE DEPARTMENT 

DEPARTMENTAL PROMOTION COMMITTEES AT  

VARIOUS LEVELS FOR SELECTION OF CONSTABLES FOR  

LIST B-1 TO UNDERGO LOWER SCHOOL COURSE. 

 

 

Memorandum  

1. Reference this office memo. No. 116-13/64-83/343-56/TT-3 dated 14.1.83, on the 

subject cited above. 

2. The Standing Order issued vide above quoted reference is hereby withdrawn. 

3. A fresh Standing Order on the subject has been introduced, which is enclosed for 

meticulous compliance and further circulation to all concerned immediately. 

 Please acknowledge receipt. 

 

A.I.G/Training, 

for Director General of Police, Punjab. 

No. 2254-64/TRC-I, dated, Chandigarh the, 17.11.99. 

 

 A copy alongwith a copy of the revised standing order is forwarded for information 

and similiar action to the :- 

1. Addl. D.G.P., Intelligence & Crime, Punjab, Chandigarh. 

2. All Range DIsG in Punjab. 

3. Inspector General of Police, PTC, Phillaur. 

4. Supdt. of Police, Finger Print Bureau, Phillaur. 

5. Supdt. of Police, P.R.T.C. Jahan Khelan. 

6. Officer Incharge, RTC, Ladda Kothi, Sangrur. 

7. Supdt. Establishment Brach, CPO, Punjab, Chandigarh. 

 

A.I.G/Training, 

for Director General of Police, Punjab 

No. 2231-53/TT-1, dated Chandigarh, the 17.11.92. 

 

 

STANDING ORDER UNDER RULE 13.20 OF PUNJAB   

POLICE RULES, VOL-II,  

 



GOVERNING SELECTION OF CONSTABLES BY THE 

DEPARTMENTAL PROMOTION COMMITTEE, FOR LIST B-I FOR 

UNDERGOING LOWER SCHOOL COURSE 

 

1. Object. The object of this Standing Order is to prescribe the 

composition of Departmental Promotion Committee for selection of 

Constables for the Lower School Course at PTC, Phillaur, and to lay 

down the syllabi, qualifying marks for the various tests, as also the 

procedure of making the selection as envisaged in Rule 13.20 of Punjab 

Police Rules, 1934 (as amended by 171st amendment 1972). 

 

Composition of Departmental Promotion Committee 

2. a) The Departmental Promotion Committee, for selection of 

Constables to List B-I for undergoing the Lower School Course, 

will comprise of the concerned (i) District Supdt. of Police as 

Chairman (ii) an Addl. Supdt. of Police and (iii) a Dy. 

Supdt./Assistant Supdt. of Police, to be nominated by the Deputy 

Inspector General of Police of the Range concerned as Members. In 

case of Govt. Railway Police, the Committee will comprise of the 

Assistant Inspector General, Govt. Railway Police, Punjab as 

Chairman and an Addl. Supdt. of Police and a Dy. Supdt./Assistant 

Supdt. of Police to be nominated by the Inspector General, 

Railways, Punjab, as Members. 

 b) The Addl. S.P. and the Dy. S.P. shall be of a District other than that 

of the Chairman. As regards the G.R.P., I.G/Govt. Railway Police 

may requisition the services of an Addl. Supdt. of Police and a 

DSP/ASP from DIG/Patiala Range.  

 c) In case of Punjab Armed Police, IG/PAP will appoint two 

committees. One for the PAP Battalions at Jalandhar and nominate 

a committee for holding P-I Test for commando Battalions at 

Bahadurgarh. These committees shall consist of an officer of the 

rank of a Commandant as Chairman and two G.Os as members. 

 d) The committees will scrutinize the case of eligible Constables who 

will be given a written test in law and General Knowledge, a test in 

parade and interview. The Committee will meet once a year in the 

month of January to make selection of Constables for undergoing 

Lower School Course in both the sessions to be held at PTC, 

Phillaur during that years 

 

3. Eligibility of Constables to Sit in The Test. All Constables, who up to 

the Ist, January that year. 

 a) Have more than five years service and are educated up to sixth 

class or are adjudged by the Commandants concerned to be 



possessing qualifications up to that standard (Applicable in the case 

of Constables of PAP only) or 

 b) Are Middle pass and have put in more than four years of service; or 

 c) Are Matriculates and have put in more than three years of service; 

or 

 d) Has obtained Ist. Class with credit (as defined inIGP's Standing 

Order No. 1/83) in the Recruits Course, as specified in Rule 19.2 of 

Punjab Police Rules Vol-II. 

 Provided that no Constables who have been awarded a major punishment 

within a period of three years preceding the first day of January of the year in 

which selection  is made will be eligible for admission to the list and if any 

Constable whose name has been brought to this List is not sent to the Police 

Training College in that year he will be required to compete again with the 

new candidates, if he is still eligible for admission to the said List under the 

Rules. 

 

Test and Marking System 

4. (a) The written test in Law would be conducted in  

  accordance with the syllabus as given in Appendix 'A'  

  (in the case of Constables of P.A.P and Commando) and  

  'C' (in the case of Constables of Distt. Police and GRP). 

  and shall carry.  - 50 Marks. 

 (b) The test in parade shall carry - 10 Marks. 

 (c) Interview  - 25 Marks. 

 (d) Length of service and Examination of Service Record-15 Marks. 

 Test at all the places will be held on the same date, in the last week of 

January every year. The date and time of test shall be fixed by the DC-cum-

DP. 

 The qualifying Marks in the written test only will be 50 percent. 

 

Arrangements For the Written Test 

5. a) The examinees will be required to sit in the examination Hall/Place, 

strictly in the order of their Constabulary number. However, in the 

case of PAP and Commando Battalions, the Constables will be 

seated in chronological order Battalion-wise.  

 b) All the members of the Departmental Promotion Committee will 

remain present throughout the test. 

 c) The examinees will write their names and other particulars on the 

detachable slips attached to the Answer Books. The chairman of the 

D.P.C. will allot fictitious Roll Nos. to the examinees and in the 

process remove the detachable slips. These slips will be kept by 



him in his custody, till these are re-attached to the marked answer 

books. The Answer Books will be supplied b the D.P.C. 

 d) A Board of Examiners of the rank of DSP/Inspector will be set up 

by the concerned Chairman to examine the Answer Sheets 

depending upon requirements. Each examiner will be allotted one 

or more questions or a part thereof to examine the Answer Sheets. 

In other words, it will be table marking. After examining the 

questions allotted to be examiner, the latter will sign on the 

questions marked by him and also on the marks sheet, fixed on the 

top page of each Answer Sheet. 

 e) All necessary precautions shall be taken to ensure that there is no 

leakage of paper, unfair means adopted and tampering with the 

result, recordings and stages of  the result. 

 f) The result would be declared the same evening and the marks sheet 

put on the Notice Board. In case the strength of examinees is 

unduly large, the result: should be declared on the next day, if not 

on the same day. 

 g) On the declaration of result if any candidate has any request to 

make for the re-evaluation of his paper, he shall do so, in writing to 

the Chairman of the Board immediately. The Board shall re-

evaluate only the written paper. The marks for other test will 

remain the same. If such scrutiny necessitates any change in the 

marks, the entire case will be referred to the concerned DIG/IG for 

approval, before ordering the changes. 

 h) Paper for B-1 test will be prepared centrally by an officer to be 

nominated by the Addl. D.G.P./Admn/I.G.P./H and will be sent to 

the quarters concerned in a sealed cover. This sealed cover will be 

opened in the presence of the candidates just before the 

commencement of the examination. The question paper will 

normally be dictated to all the candidates to avoid leakage through 

printing etc. The key to the question paper will also be sent to all 

the Distt./Units in a separate sealed cover. This sealed cover will be 

opened after the examination is over and the key will be given to 

the examiners for marking papers. 

 

Parade Test 

6. a) The test in parade shall be conducted according to the syllabus 

given in appendix 'B'. 

 b) The result of the test in parade will be compiled on the parade 

ground itself, and signed by all the members of the Board. 

 



7. Interview: All those candidates who qualify in Law test shall be 

interviewed by the Board. In the interview, the Board shall assess the 

alertness, smartness, discipline, devotion and conscientiousness, 

professional commitment (to fight terrorism etc.) of the candidates and 

allot marks accordingly. 

 

Marks for Examination of Record Shall be Split up as Under 

8. a) Over three years of completed good service will carry one mark 

subject to a maximum of five marks.  

 b) Marks for certificates. 

  Class-I CC 2 Marks 

  Class-II CC 1 Mark 

  Class-III CC ½ Mark 

 Subject to a maximum of 10 marks to class I, II, III CCs put 

togather. 

 

9. The detailed result sheet on the basis of marking system, as contained in 

the Standing Order will be compiled and merit list and other relevant 

papers pertaining to the test, will be placed in a packet, which will be 

sealed and kept in the custody of the Chairman, D.P.C. The final merit 

list recommended by the members of the D.P.C. shall be sent to the 

concerned DIG/IG, in a sealed cover without any delay through special 

messengers, for, it should be displayed and announced to all candidates, 

so that there are no mis-givings or mal-practices.  

 

10. Selection. The Constables will be deputed to the Lower School Course 

strictly in the order of merit, as worked out on the basis of the aggregate 

marks obtained, and finally approved by the Range D.I.G., IG/Railways 

IG/PAP and as the case may be. 

 

11. Number of Constables to be Selected. The total number of Constables 

selected  for the Lower School Course will be limited to the number or 

seats allotted by the Inspector General of Police to a district/unit for 

both the sessions of this course, in the relevant year, with twenty percent 

reserve. 

 

General 

12. (a) It should be ensured that the eligibles Constables who are on 

deputation to some other units or are on leave, are informed of the 

test to be conducted by the Committee well in time. No name will 

be entertained, if not furnished atleast seven days before the 

commencement of the test. 



 (b) Members of the D.P.C. shall personally scrutinize the service 

record of the candidates and would give the marks as laid down in 

para VIII of this order and also pay special attention to the good 

and bad entries and their proper attestation. 

 (c) Constables on list C-II can appear in the B-I test, if they so desire. 

 

13. Medical Fitness Certificate. The Board of three doctors of Police 

Medical Officers to be constituted by the Range DIG/IG concerned will 

examine selected candidates to declare them fit for training or 

otherwise. The SSPs, AIG/GRP and Commandants PAP, Commando 

Battalions shall obtain necessary certificates from the Board of doctors 

before deputing the candidates for the training. 

 

Director General of Police, 

Punjab, Chandigarh 

 

From 

 The Director General of Police,   

 Punjab. 

To 

 All Heads of Police Offices in Punjab  

 Memorandum No. 27350-27450/E-6 

 Dated Chandigarh, the 25.10.2001 

 

STANDING ORDER NO. 3/2001 

 

 

 Enclosed please find herewith a copy of standing order No. 3/2001 regarding 

upgradation of posts of constables to the level of Head Constables after completion of  16 

years regular qualifying service for further necessary action. A compliance report to this 

regard may also be sent. 

 

    Sd/- 

    for Director General of Police, Punjab. 

 

Encls : As above 

 



OFFICE OF THE DIRECTOR GENERAL OF POLICE PUNJAB, 

CHANDIGARH 

 

UPGRADATION OF POSTS OF CONSTABLES TO THE LEVEL OF HEAD 

CONSTABLES AFTER COMPLETION OF 16 YEARS REGULAR 

QUALIFYING SERVICE. 

 

 The objective of this Standing Order is to remove stagnation in the rank of 

Constable among the constables who have served the department for more than 16 years 

with clean reputation, but have not been given promotion. 

 The Punjab Government have taken a decision conveyed to this office vide letter 

No. 1/103/2000-6H5/3727, dated 26.7.2001 to promote (without monetary benefit or 

advantage in seniority) those Constables as Head Constables who have completed 16 

years  service as Constable not-with-standing whether they are on promotion list C-I or 

C-II list or not, as Head Constables. They will not be eligible for next promotion of ASI 

till such time they are brought on promotion lists C-I or C-II. The eligibility criteria for 

such promotion will be as under :- 

 (1) The constables shall become eligible for promotion after completion of 16 

years of regular qualifying service on the basis of seniority. 

 (2) Only those Constables will be considered for promotion to the rank of Head 

Constable which shall be personal to them (without any monetary benefit(s) or 

seniority), who fulfil the following conditions :- 

  (a) Whose integrity has not been doubted during last 10 years of service. 

  (b) The Constables have not been awarded any major punishment during the 

last two years immediately preceding the date of completion of 16 years 

service. 

 (3) Serutiny of service records would be carried out twice every year in the 

months of December and June by Superintendents of Police/Commandants in 

order to finalize and approve the promotions latest by 10th January and 10th 

July. 

 (4) The Head Constables so promoted shall immediately be deputed to undergo a 

training course for 2 months at P.P.A./Phillaur, the syllabus for which shall be 

prescribed by Director/P.P.A., Phillaur. The objective of training will be to 

prepare such Constables to undertake investigation work required for Head 

Constables. Each such Head Constable would be required to pass this course 

with a probation period which shall be two years. 

 (5) Exemptee Head Constables so promoted shall exercise all powers of Head 

Constable as per Police Rules and other Acts/Rules. 



 (6) The Head Constables so promoted will not affect the regular sanctioned posts 

of Head Constables and the regular promotions to the sanctioned posts will 

continue to be made as per P.P.Rs on the basis of seniority-cum-merit from 

amongst the Constables borne on list C-I/C-II (Exemptee). 

 (7) The posts so upgrades under this policy will be treated as posts personal to the 

Head Constables to be promoted under provisions of the Standing Order. 

 (8) Such promoted Head Constables who are not borne on promotion Lists C-I/C-

II but fulfil the requisite conditions under rule 13.7 of P.P.R. 1934 will also be 

entitled to appear for the B-I test. 

 

    Sd/- 

    for Director General of Police, Punjab. 

 

 

From 

 The Director General of Police, Punjab 

To 

 The Inspector General of Police, 

 P.A.P., Jalandhar Cantt. 

 The Inspector General of Police, 

 Intelligence, Punjab, Chandigarh. 

 The Inspector General of Police, 

 Crime, Punjab, Chandigarh. 

 All Range DIsG in Punjab 

 The Deputy Inspector General of Police, 

 Railways, Punjab, Patiala. 

 All Distt. SPs in Punjab 

 Memorandum No. 21254-73/E-1, 

 Dated Chandigarh the, 22nd July, 1986 

 

SUBJECT : GUIDELINES FOR DECIDING CASES FOR OUT OF TURN 

PROMOTION/CONFIRMATION AND OTHER REWARDS 

 

 

 In view of the activities of the terrorists/extremists and one of their aims 

being to demoralise the Police force through attacks/assaults. It is expedient 

to offer some incentives to the Police officials showing valour to curb 

extremism. Earlier, to help raise the morale of the force and to inspire them 

to effectively tackle the terrorist menace, instructions had been issued vide 

this office memo  No. 5211-16/E-1 dated 9.4.1984. In order to adopt a 



uniform policy for dealing with such cases for out of turn 

promotion/confirmation and other rewards, it has been decided to observe the 

following guidelines in supersession of all previous orders on the subject :- 

 Wherever Police officials take effective action by either arresting top 

extremists/terrorists or liquidating them in encounters, they may be 

considered for grant of fortuitous promotion to the next rank under PPR 

13.21. Such promotions, while granting the next rank alongwith the pay and 

increments attached to it, will not disturb the seniority of the officials vis-a-

vis people senior to them in the same rank. They would earn their regular 

promotions to the next rank in their turn,  according to actual seniority after 

passing the necessary promotion courses, wherever required. This would, 

however, give temporary benefit to the concerned official in recognition of 

the work done by him, thus boosting his morale and would also not cause 

resentment among his seniors for having been superseded. It would also not 

lay us open to litigation in the courts. Such fortuitous promotions can be 

reviewed by the DIsG and SSPs from time to time and if the work of the 

official so promoted is unsatisfactory, he can be reverted to his substantive 

rank without any show-cause notice but of course with the prior approval of 

the authority under whose orders the promotion had been made. As regards 

recommendations for out of turn promotion from the rank of Inspector to Dy. 

Supdt. of Police or from Dy. Supdt. of Police to Supdt. of Police, it is felt 

that Police Officers of these ranks generally perform supervisory duties and 

do not normally have to face the terrorists. It would, therefore, be 

appreciated if GOs and Inspectors who take commendable action against the 

extremists are shown appreciation through recommendations for grant of 

gallantry medal alongwith a sizeable cash reward. However, in very 

exceptional cases they may be recommended for fortuitous promotion, for 

further consideration by the State Government. 

 The Range DIsG are requested to examine all such cases in accordance 

with these guidelines and forward recommendations to this office only in 

deserving cases where the police officials have taken effective and 

commendable action against extremists/terrorists. Other cases may be decided 

at your end by grant of suitable rewards as deemed proper. For proper 

scrutiny of the recommendations received from the Ranges/Districts and in 

order to ensure that only the deserving personnel receive the rewards due to 

them, these cases will be examined by a committee with IGP (Crime), IGP 

(Int) and IGP (Hqrs) as members which will review all the recommendations 

for out of turns promotion/confirmation and put up suitable recommendations 

for my approval. 

 

    Sd/- 

    for Director General of Police, Punjab. 



5.7.2006 

From 

 The Director General of Police,  

 Punjab, Chandigarh 

To 

 All heads of Police Offices in the State  

 No. 63/Con.85/LA/3963-95 

 Dated Chandigarh the :- 

 

 

SUBJECT : RECOMMENDATIONS FOR THE AWARD OF POLICE MEDAL 

FOR GALLANTRY, OUT OF TURN PROMOTION/CONFIRMATION, CASH 

REWARDS etc. FOR DOING GOOD  

WORK IN CURBING THE ACTIVITIES OF TERRORIST 

 

 

 As you are aware, the Government is keen to curb the activities of terrorists with a 

strong hand and the officers who are taking action against the terrorists, despite threats to 

their lives, are suitably rewarded. In the past, it is observed that recommendations for one 

incident are split up and sent to this office in separate cases with regard to officers who 

did commendable work in one incident. The cases are not lacking where the officers are 

recommended for more than one reward/service benefits and that too in separate cases. 

 You are requested that in future such cases be got examined in Range office in 

accordance with the relevant instructions and ensure that for one incident, 

recommendations are made in one case. in respect of all the officers to whom you would 

like to give gallantry medals, cash rewards, service benefits etc. and such 

recommendations should not be split up in different cases in respect of all the officers 

may be NGO or GOs.  

 

    Sd/- 

    D.I.G./Administration, 

    for Director General of Police, Punjab. 

No. 63/Con.85/LA/3996-99 dt. Chandigarh, the :- 27-3-87 

 A copy of the above is forwarded to the following :- 

1. AIG/II, CPO, Punjab They should send all the recommendations 

2. AIG/III, CPO, Punjab if received in their branches for out of turn 

3. Supdt. Estt. Branch, CPO Pb. confirmation/promotion and rewards etc. 

4. Supdt. Provisioning Br. made by the Range DIsG in connection with  

    good work done by the Police officer for  curbing 

the activities of terrorists to the Secret Section 



where the case will be examined and further 

orders obtained from the DGP. The Provisioning 

Br. will, however, continue to deal with cases of 

announced rewards in respect of P.Os. and copy 

of the orders passed will be sent to secret section. 

Cases of cash rewards for doing good work in 

curbing the activities of terrorists, where 

announced rewards is not involved, will be sent to 

the Secret Section. 

 

    Sd/- 

    D.I.G./Administration, 

    for Director General of Police, Punjab. 

 

From 

 The Director General of Police,  

 Punjab Chandigarh 

To 

 The Heads of Police Offices, 

 in the state of Punjab  

 No. 150-23/88/ E-2 957-998/LA-3. 

 Dated, Chandigarh, the 9.2.1989 

 

 

SUBJECT : OUT OF CONFIRMATION 

 

 

 This office had issued instructions from time to time that out of turn confirmation 

should not be ordered by the Subordinate Units as this creates un-necessary litigation and 

other complications. Cases have come to notice where District Superintendents of Police 

have ordered out of turn confirmations, which is not in accordance with the provisions of 

the Punjab Police Rules as also instructions issued by this office through letter No. 

15678-710/E-2, dated 27.9.1987 No. 5211-16/E-1, dated 9.4.1984 and No. 21554-73/E-1, 

dated 22.7.1986. 

2. According to Punjab Police Rules 13.21, only the Director General of Police is 

competent to relax any of the provisions contained in Chapter 13 of the Punjab Police 

Rules. A confirmed Police officer becomes senior to the officiating ones. As such out of 

turn confirmation infringes the legal rights of others. Therefore, out of turn confirmation 

should be ordered in exceptional circumstances and that too with the prior approval of the 

Director General of Police. 



3. In view of the above, out of turn promotions/confirmations are totally banned by the 

Subordinate units and in case any officer is found violating these instructions a serious 

view will be taken. In really deserving cases for out of turn promotion/confirmation, the 

matter be referred to this office for necessary relaxation under P.P.R. 13.21. 

    Sd/- 

    Dy. Inspr. Genl. of Police/Admn., 

    for Director General of Police, Punjab. 

Date: 5.7.2006 

 

From 

 The Director General of Police, Punjab 

To 

 The Inspector General of Police, 

 P.A.P., Jalandhar Cantt. 

 Memorandum No. 3127//E-3. 

 Dated, Chandigarh, the 7.3.1990 

 

SUBJECT : EXEMPTION FROM UNDERGOING PROMOTION  

COURSE IN CASE OF SPORTSMEN 

 

 

 Please refer to your letter No. 9537/CB-SA-I dated 22.12.1989, on the subject cited 

above. 

2. Keeping in view your suggestion contained in Para-3 (b), it has been decided that 

sportsmen should be given only one adhoc promotion with the prior approval of the 

Director General of Police. Similarly, only initial training course on first promotion 

course should be exempted. These guidelines should be adhered to strictly in future and 

the cases of sportsmen should be processed accordingly. 

3. It has been observed by this office that sportsmen have been given two to three 

promotions on adhoc basis and they have not undergone any course. Keeping in view 

their future career, it is suggested that they should be deputed to the promotion courses 

starting from 1.4.1990 against the reserved posts for sportsmen. In case there are more 

candidates than the reserved posts, cases be referred to this office for sanctioning 

additional seats for these sportsmen. In case any exemption is required, individual cases 

be referred to this office by giving due justification.   

    Sd/- 

    for Director General of Police, Punjab. 

 

No. 5771-5800/E-3 dated Chandigarh the, 3.5.90 

 A copy of the above forwarded to All Heads of Police Offices in Punjab for 

information and similar necessary-action. 



    Sd/- 

    for Director General of Police, Punjab. 

Date: 5.7.20062006 

 

PUNJAB GOVERNMENT 

HOME (POLICE DEARTMENT)  

 

NOTIFICATION 

 

 

The 19th October, 1972. 

No. GS.P. 86/C.A.5/1861/Ss. 2, 7 and 12/Amd. (172)/72-  

In exercise of the powers conferred by section 2 and 7 of the Police Act, 1861 (Central 

Act 5 of 1861) and all other powers enabling him in this behalf, the Governor of Punjab 

is pleased to make the following rules further to amend the Punjab Police Rules, 1934, 

namely :- 

1. These rules may be called the Punjab Police (Second Amendment) Rules, 1972. 

2. In the Punjab Police Rules, 1934 to sub-rule (I) of rule 13.1, the following proviso 

shall be added, namely “Provided that five percent of such promotions may be from 

amongst the members of the Police Force, “who achieve outstanding distinction in sports 

field a till India Level or International Level if they are otherwise eligible for promotion 

but for seniority.”  

 

 

    Sd/- 

    Kulwant Singh 

    Secretary to Government, 

    Punjab, Home Department 

 

From 

 The Director General of Police,  

 Punjab 

To 

 1) The Inspector General of Police, 

  P.A.P., Jalandhar Cantt. 

 2) The Deputy Inspector General of Police, 

  Border Range, Amritsar. 

 3) The Deputy Inspector General of Police, 

  Jalandhar Range, Jalandhar Cantt. 

 4) The Deputy Inspector General of Police, 



  Patiala Range, Patiala. 

 5) The Deputy Inspector General of Police, 

  Ferozepur Range, Ferozepur Cantt. 

 6) The Deputy Inspector General of Police, 

  G.R.P. Punjab, Patiala 

 7) All Districts Sr. Superintends of Police in Punjab. 

  Memorandum No. 32503-530/E-6 

  Dated, Chandigarh, the 19.11.1991 

 

SUBJECT : OUT OF TURN FORTUITOUS PROMOTION ON THE BASIS OF 

GOOD WORK DONE ON THE ANTI TERRORIST FRONT 

 

 You were requested through this office letter No. 4841-50/LA-3 dated 

12.9.1988 that cases for out of turn fortuitous promotion on the basis of good 

work done by the Police employees be referred to this office. Keeping in 

view the step up in the activities of the terrorists and the need for giving 

immediate reward by way of fortuitous promotion. It has been decided that 

Inspector General of Police, P.A.P., Range Deputy. Inspectors General of 

Police and Deputy Inspector General of Police, G.R.P. will be competent to 

give fortuitous promotion to the next higher rank to constables, Head 

constables and A.S.Is who have done exceptionally good work in curbing the 

activities of terrorists/extremists. In other words the Range Deputy Inspectors 

General of Police, Deputy Inspector General of Police, G.R.P. and Inspector 

General of Police, P.A.P. with now be competent to give fortuitous promotion 

as under :  

 (i) Constable to Head Constable. 

 (ii) Head Constable to Asstt. Sub-Inspector. 

 (iii) Asstt. Sub-Inspector to Sub-Inspector. 

2. The cases of Sub-Inspectors and Inspector for the rank fortuitous 

promotion shall continue to be referred to this office. 

3. The Range Deputy Inspector General of Police while considering the 

cases referred to them by the District Senior Superintendent of Police shall 

keep in view instructions issued by this office from time to time. The main 

guide-lines are reproduced below : 

 1) An officer who is already on fortuitous promotion will not be given 

another fortuitous promotion. 

 2) The official being recommended/promoted has done consistent and 

exceptional good work in curbing the activities of the 

extremists/terrorists. 



 3) The name of the official should have figured in the F.I.R. and he 

has made special contribution in arresting/liquidating top terrorists 

and not ordinary terrorists. 

 4) The record of the official is good or atleast satisfactory. No official 

should be promoted or recommended whose conduct is under 

enquiry or criminal case has been registered against him or his 

service record is bad. 

 5) A solid case should be made out that the official had done 

consistent good work in curbing the activities of the terrorists or 

eliminating them. 

 6) The S.S.Ps. should give full facts in the recommendations. In case, 

some facts are not to be mentioned in the citation, these should be 

given in a sealed envelop, which should be kept secret, but without 

specific instances, the case of promotion should not be processed. 

 7) The same official should not be given two rewards viz. out of turn 

promotion and Gallantry medal only one benefit be given. 

 It should be mentioned in the promotion order that the official shall not 

claim any seniority over his senior on the basis of their fortuitous promotion 

and they will get their regular promotion on the basis of their seniority/merit, 

in accordance with the rules. Their seniority for further promotion shall be 

counted from their regular entry to promotion list after passing the prescribed 

promotion course. 

4. Out of turn confirmation in all ranks shall continue to be referred to this 

office as heretofore, because out of turn confirmation is a permanent benefit 

and amounts to supersession of seniors which clause can be relaxed by the 

Director General of Police under P.P.R. 13.21. 

5. The Range Deputy Inspectors General of Police would send a monthly 

statement regarding fortuitous promotions made during a month. 

6. A receipt of this communication may please be acknowledged.  

 

    Sd/- 

    for Director General of Police, Punjab. 

Date: 5.7.20062006 

 

From 

 The Director General of Police,  

 Punjab. 

To 

 1) The Director General of Police, 

  Railways, Punjab, Patiala 



 2) The Addl. Director General of Police, 

  P.A.P., Jalandhar Cantt. 

 3) Dy. Inspector General of Police, 

  Border Range, Amritsar. 

 4) The Dy. Inspector General of Police, 

  Jalandhar Range, Jalandhar Cantt.  

 5) The Dy. Inspector General of Police, 

  Patiala Range, Patiala. 

 6) The Dy. Inspector General of Police, 

  Ferozepur Range, Ferozepur Cantt. 

 7) The Dy. Inspector General of Police, 

  Faridkot Range, Faridkot 

 8) All District Sr. Superintends of Police in Punjab. 

  Memorandum No. 18942-72/E6 

  Dated, Chandigarh, the 11.6.1996 

 

 

SUBJECT : OUT OF TURN FORTUITOUS PROMOTION ON THE BASIS OF 

GOOD WORK DONE ON THE ANTI TERRORIST FRONT 

 

 

 Continuation this office memo. No. 32503-530/E6 dated 19.11.1991, on the subject 

noted above. 

2. It has been observed that some police officers/officials due to death of some 

members of their families at the hands of terrorists are claiming out of turn promotions in 

the light of the instructions issued vide this office memo No. 14097-14122/E-6, dated 

12.5.93. In this connection it is mentioned that these instructions are in continuation of 

the instructions issued vide this office Memo No. 32503-530/E-6 dated 19.11.1991, for 

giving one adhoc promotion to those whose family members were killed by terrorists. 

The instructions issued in 1993 desired such left out cases to be considered as a one time 

measure. Neither the original instructions of 1991 nor those of 1993 created any perpetual 

right for one adhoc promotion for all time to come, if any relative was killed by terrorists. 

Instructions issued in 1991 were issued at that time because of the special circumstances. 

 In view of the above position, it is clarified that the instructions issued vide this 

office Memo No. 32503-530/E-6, dated 19.11.1991 are no more relevant now. 

 These instructions may please be brought to the notice of all of your subordinates 

and take further action in the matter accordingly.  

 

    Sd/- 

    for Director General of Police, Punjab. 



Date: 5.7.20062006 

From 

 The Director General of Police,  

 Punjab Chandigarh 

To 

 1) The Inspector General of Police, 

  P.A.P., Jalandhar Cantt. 

 2) The Inspector General of Police, 

  Railways, Punjab, Patiala. 

 3) The Deputy Inspector General of Police, 

  Border Range, Amritsar. 

 4) The Deputy Inspector General of Police, 

  Jalandhar Range, Jalandhar Cantt. 

 5) The Deputy Inspector General of Police, 

  Ferozepur Range, Ferozepur Cantt. 

 6) The Deputy Inspector General of Police, 

  Patiala Range, Patiala. 

 7) All District Sr. Superintends of Police in Punjab. 

  No. 14097-14122/E6 

  Dated, Chandigarh, the 12.5.1993 

 

 

ADHOC PROMOTION TO POLICE PERSONNEL WHOSE FAMILY 

MEMBER(S) HAS/HAVE BEEN KILLED BY TERRORISTS 

 

 

 Reference this office memo. No. 32503-530/E-6 dated 19.11.91, vide which 

instructions regarding giving out of  turn fortuitous promotion on the basis of good work 

done by the police personnel on the anti-terrorist front, were issued by this office. 

 It has been decided to consider such left out cases of police personnel for adhoc 

promotion to the next higher rank whose family member(s) was/were killed by the 

terrorists including those, where surviving family members of police personnel have been 

appointed under priority list instructions on the same basis. 

 In view of this, cases of such nature which were earlier left out be/referred to  this 

office by 31.5.93 by IG/PAP, IG/Railways and all Range DIGs with their 

recommendations alongwith the record viz. Ch. Roll, Confidential Personal File, Copy of 

the FIR, Post Mortem report and relationship with the deceased etc.    

 

    Sd/- 



    for Director General of Police, Punjab. 

Date: 5.7 

 

From 

 The Director General of Police,  

 Punjab  

To 

 All Heads of Police Offices, 

 in Punjab  

 Memorandum No. 1814-1913 

 Dated, Chandigarh, the 17.1.1995 

 

 

SUBJECT : STANDING ORDER REGARDING GRANT OF NEXT HIGHER 

RANK (ORP) TO NGOs AND ORs 

 

 

 Enclosed kindly find a copy of Standing Order regarding grant of next higher rank 

(ORP) to NGOs and ORs from the rank of constable to Sub-Inspector before their 

superannuation, for meticulous compliance. 

 Please acknowledge receipt.  

 

    Sd/- 

    for Director General of Police, Punjab. 

Date: 5.7.20062006 

STANDING ORDER 

 

 

 The objective of this Standing Order is to recognise the services of Police personnel 

in the rank of Constable to Sub-Inspector who have served the department for more than 

33 years with a clean record (i.e. not awarded any major punishment), but have not been 

given any promotion in the last 5 years prior to the date of their superannuation. 

2. It has therefore been decided that Constables, Head Constables, A.S.Is. and Sub-

Inspectors who fall in the above category be permitted to wear the badges of next higher 

rank (O.R.P.). They will, however, not get any monetary benefit of this rank. This O.R.P. 

rank be given in the last year of their service career. 

COMPETENCE : 

3. Distt. SSsP, D.I.G., Rly./Commandants, P.A.P./ I.R.B. Commando Bns competent 

to confer this O.R.P. rank to constables with Range DIsG/I.G./PAP, I.G./I.R.B., I.G. 

Commando & I.G./Computerisation shall be competent to confer O.R.P. next higher rank 



to Head Constables and A.S.Is. Range D.Is.G. and Incharge of other Units would refer 

the cases of Sub-Inspectors for O.R.P. rank of Inspector to the Headquarters for passing 

such orders. The official concerned should not have awarded any major punishment or 

consistent minor punishments or otherwise comes to adverse notice in his entire service. 

It may also be ensured that prior to the conferring of  O.R.P.  rank, the officer concerned 

should not have been adversely commented upon, nor any day departmental or criminal 

case pending. 

CASES OF DEPUTATIONISTS : 

4. Cases of deputationists will be referred by the borrowing department to their parent 

department for consideration.  

5. The process of conferring O.R.P. rank shall be initiated one year prior to the 

superannuation of an officer. The service record of the official shall be minutely 

examined by the competent authority and no official having adverse or unsatisfactory 

record viz. adverse report, major punishment, consistent warning/censures, pending 

departmental enquiry/criminal case or other objectionable activity etc. shall be conferred 

with this O.R.P. rank. The competent authority will be at liberty to withdraw O.R.P. rank 

without giving any opportunity, if any departmental enquiry is ordered against the 

official, he is conveyed any adverse report or is found to be involved in any criminal case 

of objectionable activity etc. 

REVALUATION 

6. The authority competent (as mentioned in para 3 above) may consider the cases of 

officials who seek voluntary retirement after 33 years service for conferring O.R.P. rank, 

in case the official concerned fulfills the above conditions. However, this will be done 

only in exceptional/deserving cases. 

 The very concept of granting such O.R.P. rank to the officials who are on the verge 

of their retirement is based on the logic that a retiring police official (with a clean record) 

may step into a new and final phase of life with some dignity and improved status. It is 

more important in police department where service conditions are very hazardous and 

with acute stagnation especially at lower level. 

 It is further stressed that in order to ensure timely conferment of such O.R.P. rank, 

the cases shall be processed and disposed of quickly without indulging in available 

correspondence, when the officer is due for  retirement it should be ensured that O.R.P. is 

confeared atleast 6 months prior to the date of superannuation. All powers to interpret 

change or abolish this standing order will be with the undersigned.   

 

 

    Sd/- 

    (K.P.S. Gill) 

    for Director General of Police, Punjab. 

Date: 4.1.1995 



 

From 

 The Director General of Police,  

 Punjab 

To 

 All Heads of Police Offices in the state 

 Memorandum No. 22136-245/E-6 

 Dated Chandigarh, the 31.8.1998 

 

 

SUBJECT : GUIDELINES FOR THE GRANT OF  

PROMOTION LIST C-II (EXEMPTEE) 

 

 

 In C.W.P. No. 13788/1997, the Hon'ble Punjab and Haryana High Court has laid 

down some important guidelines regarding promotion of Head Constables from the rank 

of Constables from List C-I and List C-II. Briefly these guidelines are as under :- 

 (i) Constables on List C-II upto 10% (and no more) of the cadre strength of Head 

Constables can be promoted at any given time. 

 (ii) That the Constables on List C-II to the aforesaid extent have to be promoted 

strictly in accordance with the dates they are brought on List C-II. 

 (iii) There would be no bar for a person on List C-I who happens to be a sportsman 

to be brought on List-C-II, of course, subject to the approval of the D.I.G. but 

his date on list C-II will be the date on which he is brought on the said list and 

may be promoted as a Head Constable in accordance with the date he is 

brought on List C-II. 

 (iv) There is no special quota of 5% for sportsmen in List C-II. Rule 13.8(2) 

envisages filling of 10% posts of the cadre of Head Constables from amongst 

Constables who might excel in various fields which would include sports. 

2. The directions contained in the aforesaid judgement further lay down that while 

carrying out the exercise in accordance with the decision of the Hon'ble High Court the 

Head Constables from List C-II should not be more than 10% of the total cadre strength 

of the Head Constables and those Head Constables who are within 10% quota from C-II 

and had further been promoted to a higher rank of officiating or adhoc basis would hold 

lien on the post of Head Constable. The Hon'ble High Court has further observed that a 

person who is working as adhoc ASI has no right of claim to the post, being adhoc, and 

that he can be reverted as Head Constable. 



 The aforesaid judgement of the Punjab & Haryana High Court has already been 

circulated to you vide this office Endst. No. 4684-4783/LA-5, dated 22.6.1998 for 

meticulous compliance. It is again emphasised that this judgement should be strictly 

complied with in letter and spirit. 

 

    Sd/- 

    for Director General of Police, Punjab. 

 

No. 22246-255/E-6 dated Chandigarh, the 31.8.1998 

 A copy of the above is forwarded to the following for information and necessary 

action :- 

 (1) The Superintendent, Litigation, CPO, Punjab Chandigarh. 

 (2) All Assistants of Establishment Branch, CPO, Punjab 

 

    Sd/- 

    for Director General of Police, Punjab. 

HIGH COURT ORDER 

IMMEDIATE 

 

From 

 The Director General of Police,  

 Punjab. 

To 

 All Heads of Police Offices in the state 

 Memorandum No. 7750-7849/E-6 

 Dated Chandigarh, the 5.4.1999 

 

SUBJECT : GUIDELINES FOR THE GRANT OF PROMOTION  

LIST C-II (EXEMPTEES) C.W.P. NO. 1752 OF 1999 - ADHOC  

ASI JASPAL SINGH NO. 1210/R VERSUS PUNJAB STATE. 

 

 Please refer to this office Memo. No. 22136-245/E-6, dated 31/8/1998, on the 

subject noted above. 

 On the basis of norms laid down by Hon'ble High Court of Punjab & Haryana in 

C.W.P. No. 13788 of 1997-(decided on 21/4/1998) you were requested that the directions 

contained in judgement dated 21/4/1998 be strictly complied with in letter and spirit. You 

are again requested to ensure strict compliance of judgement dated 21/4/1998 passed by 



Hon'ble High Court of Punjab and Haryana in C.W.P. No. 13788 of 1997 - S.I. Swaran 

Singh V/S Punjab State. However, those Police officials who are to be reverted to the 

rank of Constable C-II being excess in C-II quota, be granted O.R.P. postings of the rank 

from which their adhoc promotions have been withdrawn. The compliance report may be 

sent to this office within 15 days. A copy of order dated 26/2/1999 passed by Hon'ble 

High Court of Punjab and Haryana in C.W.P. 1755/99 is also enclosed for your guidance.  

 

    Sd/- 

    for Director General of Police, Punjab. 

Encl : As above 

C.W.P. No. 1755 of 1999 

 

Mr. Amarjit Singh, Advocate for the Petitioner. 

Mr. G.S. Cheema, Sr. DAG (Ph.) for Resp. State. 

 

 In a connected matter viz. CWP No. 1752 of 1999, an affidavit of Shri Hardish 

Singh Randhawa, IPS, Assistant Inspector General of Police (Personnel), Punjab, 

Chandigarh, dated February 26, 1999, has been filed today in court, which is as under :- 

 1. That the above C.W.P. is fixed for hearing on 26.2.1999 in this Hon'ble High 

Court.. 

 2. That the names of petitioners were approved for production list C-II exemptee 

and they were granted adhoc promotions to the rank of Head Constable and 

A.S.Is etc. due to their good anti-terrorist work or good performance in the 

field of sports. But they were reverted to the rank constable C-II in accordance 

with the norms laid down by this Hon'ble High Court in the judgement dated 

21.4.1998 in C.W.P. No. 13788 of 1977 - S.I. Swaran Singh No. 1955/PTL 

V/S Punjab State. 

 3. That the reversion order of the petitioners would be withdrawn and their 

adhoc promotions to the rank of Head Constable and Higher ranks will be 

converted into O.R.P. postings so that they may not affect the promotions of 

constables of List C-I. 

   It is, therefore, respectfully prayed that C.W.P.s filed by the petitioners 

may kindly be disposed of as infructuous. 

  Learned counsel for the official-respondents States that the aforesaid affidavit 

be read in this case as well. 

  In view of what has been stated by the learned counsel for the official - 

respondents, according to us, the writ petition has been rendered infructuous and the 

same is disposed of as such.   

 

    Sd/- Sd/- 



    (R.S. Mongia) (S.S. Sudhalkar) 

    Judge Judge 

Dated : 26 February, 1999 

 

From 

 The Director General of Police,  Punjab. 

To 

 The all Heads of Police Offices 

 In the Punjab State. 

 Memorandum No. 8694-8793/E-6 

 Dated Chandigarh, the 28.4.2000 

 

SUBJECT : GUIDELINES FOR GRANTING O.R.P. POSTINGS TO 

ADHOC/FORTUITOUS PROMOTED OFFICIALS. 

 

 

 In the past, Police personel have been granted adhoc/fortuitous next higher rank 

promotions for several reasons. These adhoc/fortuitous promotions have affected the 

promotional avenues of those Police personnel who are borne on promotion Lists ‘C’, ‘D’ 

& ‘E’ etc. and are still awaiting their turn for promotion to the higher ranks. This is 

against the provisions in the rules. It has, therefore, been decided that all out of turn 

adhoc/fortuitous promotions of such Police officials may be withdrawn immediately and 

they may be given ORP postings of the same ranks which they are now holding on  

adhoc/fortuitous basis. They should also draw their pay etc. against their substantive 

posts (and not against a higher post). They will, however, get their regular promotions on 

their own turn on acquiring requisite eligibility as per their seniority and suitability. 

 All concerned authorities are requested to take further necessary action accordingly 

within a week and send compliance reports to this office.  

 

    Sd/- 

    for Director General of Police, Punjab. 

Copies to : 

 1. Superintendent-in-Charge, CPO, Punjab, Chandigarh. 

 2. Superintendent/Litigation, CPO, Punjab, Chandigarh. 

 3. Superintendent/Establishment Branch, CPO, Punjab, Chandigarh. 

 4. E-I and E-6 (Estt. Branch) CPO, Punjab. 

 

From 



  Director General of Police,  

  Punjab, Chandigarh. 

To   

  1. All Heads of Police Offices in the Punjab. 

  2. All Heads of Branches in CPO Punjab 

   Memo No. 5642-5751 E-III(1) Dated 25.5.2009 

 

SUBJECT :  GRANT OF LOCAL RANK THREE MONTHS  

BEFORE RETIREMENT 

 

 Please refer to this office memo No. 10746-850/E-3(1) dated 26-9-2008, 

on the subject noted above. 

2. At present recommendations for grant of Local Rank 3 months before 

retirement are being initiated by the Unit Head as per laid down procedure, 

through their respective IGs/Addl. DGsP and are decided by this office. It has 

been observed that this long process entails delay depriving the beneficiary 

of enjoying higher rank for few months before retirement. 

3. Therefore, it has been decided that henceforth all the concerned DIGs 

are authorised to grant Local Rank from the rank of Constable to SI before 

retirement on superannuation/voluntary retirement on the following 

conditions :- 

 (a) The service record of the official should be good and his integrity 

should not be doubtful during last eight years. 

 (b) No departmental enquiry/criminal case and vigilance enquiry is 

pending against him. 

 (c) Police Personnel who are already holding local 

rank/adhoc/rank/ORP should not given such rank. 

 (d) Head Constables (PR) whose substantive rank is that of Constable 

shall not be eligible for such rank of ASI. 

 (e) Such rank can also be  granted to officials proceeding on voluntary 

retirement provided they have put in at least 20 years of service. 

 (f) The official shall exercise the command and be vested with the 

powers of an enrolled Police Officer holding that rank. 

 (g) The official shall not be entitled to get any extra pay and 

allowances for holding such rank. 

 (h) The official shall not be entitled for seniority over enrolled Police 

Officer by virtue of having held such rank. 



4. It is intimated here that such officers on account of honorary rank, may 

not be posted as SHO, if not already posted.  

5. It is also mentioned here that in all other cases, local rank will continue 

to be given by the competent authority (DGP, Punjab). 

 

 

AIG/Pers-II 

for Director General of Police. 

 Punjab 

 

From 

 The Director General of Police,  

 Punjab 

To 

 The Deputy Inspector General of Police, 

 Ferozepur Range, Ferozepur Cantt.  

 Memorandum No.8097 E-2 

 Dated : Chandigarh the : 28.11.94 

 

 

SUBJECT : CLARIFICATION REGARDING HAVING ADVERSE 

EFFECT OF MAJOR PUNISHMENT IN THE MATTER OF 

PROMOTION 

 

 

 Please refer to your office Memo No. 4360/FR-II, dated 24.2.1994 on 

the subject noted above. 

2. As per criteria adopted by the Departmental Promotion Committee while 

deciding the cases of Sub-Inspector for promotion List-F, the effect of major 

punishment viz. forfeiture of service  for increments on temporary/Permanent 

effect is taken into account for the period of punishment only. It is, therefore, 

clarified that practice in vogue at C.P.O. may please be adopted while 

deciding the promotion cases, so as to bring uniformity. 

 Please acknowledge the receipt. 

 

    Sd/- 

    for Director General of Police,  

    Punjab. 



 

 

 No 33465-68/E-2 Dated Chandigarh, the 25.11.94 

 A copy of the above the forwarded to the following for similar action : 

1. Inspector General of Police, Border Range, Amritsar w.r.t. his office 

Memo No. 12563/ BR-I, dated 26.8.1994 

2. Deputy Inspector General of Police, Ludhiana Range, Ludhiana w.r.t. his 

office Memo. No. 22653/A-I, dated 4.8.94 

3. Deputy Inspector General of Police, Jalandhar Range, Jalandhar Cantt. 

w.r.t. his office Memo. No. 5868/A-I. Dated 19.5.1994 

4. Deputy Inspector General of Police, Patiala Range, Patiala w.r.t. his 

office Memo. No. 15646/A-I, dated 30.8.1994. 

 Please acknowledge the receipt. 

    Sd/- 

    for Director General of Police,  

    Punjab. 

Date: 5.7.2006 

 

 

 

From 

 The Director General of Police,  

 Punjab Chandigarh 

To 

 1) The Inspector General of Police, 

  P.A.P., Jalandhar Cantt. 

 2) The Inspector General of Police, 

  Intelligence, Punjab, Chandigarh. 

 3) The Inspector General of Police, 

  Crime, Punjab, Chandigarh. 

 4) The Inspector General of Police, 

  Border, Punjab, Amritsar. 

 5) The Inspector General of Police, 

  Zonal, Punjab, Chandigarh. 

 6) All Range Dy. Inspector General of Police, 

  In the State 

 7) The Dy. Inspector General of Police, 

  Government Railway Police, Patiala 



 8) All District Sr. Superintends of Police  

  in the State. 

  No. 4341-57/LA-3. 

  Dated, Chandigarh, the 12.9.1988 

 

SUBJECT : GUIDELINES FOR THE RECOMMENDATIONS OF CASES FOR 

OUT OF TURN PROMOTION AND OTHER REWARDS 

 

 

 Please refer to this office Memo No. 21254-73/E-1, dated 22.7.1986 on the subject 

cited above. 

2. All the subordinate units were informed that cases of only those Police officials for 

out of turn promotion be recommended who take effective action by either arresting top 

extremists/terrorists of liquidating them in encounters. The subordinate units are 

recommending out of turn promotions to the officials who only arrest ordinary terrorists 

in routine checking etc. In some of the cases, even the name of the official recommended 

did not figure in the FIR which is an authentic document. It may again be emphasised 

that while recommending such cases to this office, the Range D.Is.G. should carefully 

examine the part played by the officials concerned and ensure that it is exceptional and is 

differentiable from other members of the Police party. The official whose contribution is 

equal to all the members of the Police party is not required to be recommended unless 

there is exceptional performance in his case, but cases are pouring in where one official is 

recommended for out of turn promotion whereas others are left out. These things are to 

be examined by the Range D.Is.G. while forwarding the recommendations to the 

Headquarters. 

 In future, while  recommending the cases to this office the Range D.Is.G. are 

requested to examine the same in view of the following guidelines and forward the 

documents mentioned below alongwith recommendations so that the cases are not 

referred back for clarification : 

 (1) That the official being recommended has done consistent and exceptional 

good work in curbing the activities of the extremists/terrorists. 

 (2) That his name figures in the FIR and he has made special contribution in 

arresting/liquidating top terrorists and not only ordinary terrorists. 

 (3) That the record of the official being recommended is good or atleast 

satisfactory. 

 (4) The officials with 2-3 adverse reports in the same rank should not be 

recommended unless he had done exceptional work by putting his life into 

danger. 



 (5) While forwarding the recommendations, a solid case should be made out that 

the official had done constant good work in curbing the activities of the 

terrorists or eliminating them. 

 (6) Full facts should be given in the recommendations. In case, some facts are not 

to be mentioned in the citation, these should be given in a sealed envelope. 

(addressed by name to D.I.G./Administration), which would be kept secret by 

him, but without specific instances, the case of promotion will not be 

processed. 

 (7) That Range D.Is.G. should ensure that officials being recommended for out of 

turn promotion really deserve such promotion and the cases should not be 

referred in routine. 

 (8) It has also been noticed that for one action, the same official is recommended 

for out of turn promotion and Gallantry award. The Range D.Is.G. are 

requested to send recommendations for one reward either for out of turn 

promotion or Police Medal for Gallantry. In case, the official is recommended 

for Police Medal for Gallantry, the documents as required for the award of 

Police Medal for Gallantry should be sent alongwith. It has generally been 

noticed that when an official is recommended for both the rewards, thereafter 

he does not take proper interest. In order to keep such official on the track, he 

should do some more work before becoming eligible for the second reward. 

 (8) Two copies of the FIRs duly attested in English version showing exceptional 

work done by the official concerned, Confidential Personal file and Character 

Roll should be sent alongwith. 

 (9) A photostate copy of the Post-mortem report of the terrorist killed in the 

encounter and medico legal report of the Police official, if injured be sent.  

 

    Sd/- 

    Dy. Inspr. Genl. of Police/Admn., 

    for Director General of Police, Punjab. 

Date: 5 

 

STANDING ORDER 

(Charter of Duties : ADGP/IVC) 

 

 

 The I.V.C. was created in the Police Deptt. during the year 1989, as per the 

proposal sent by the CPO to the State Govt. This cell was created to enquire into the 

complaints received from various quarters against police excesses as well as corruption 

complaints. Later on works relating the grievance of general public was also entrusted to 

the IVC. Till date, no formal charter of duties of Addl. D.G.P./IVC has been framed. 



Now, the following charter of duties is assigned to the Addl. Dir. General of Police, IVC, 

Punjab who will :- 

 (i) Refer complaints received from various quarters i.e. Supreme Court of 

India, Punjab & Haryana High Court, C.M. Office, Home Deptt., Human 

Rights, Commission, D.G.P. Punjab's office as well as from General Public 

to various officers of the districts and of IVC. The complaints can also be 

marked to IGPs/Zonal, Range DIGs and Distt SSPs, keeping in view the 

gravity of the allegations. Complaints of serious nature, where an indepth 

enquiry is needed, will be looked into by the officers of the IVC. 

 (ii) Conduct enquiries into specific complaints of corruption against SIs/ASIs 

and ORs besides complaints other than those of corruption charge against all 

Police Officers i.e. GOs, NGOs & ORs, after taking the orders of DGP. 

 (iii) Conduct enquiries into the complaints which have been marked to him by 

name by the DGP. 

 (iv) Send the enquiry reports of the complaints to the quarters concerned well in 

time 

 (v) Monitor the functioning of the Police Units regarding the  disposal of 

complaints in the minimum possible period. He may undertake tours of 

various units for this purpose. 

 (vi) Be competent to take final decision on the enquiries conducted by any 

Police Unit/IVC except the complaints where a report is called for the 

higher authorities. 

 (vii) Be competent to re-mark the enquiry to any other officer in case he is not 

satisfied with the enquiry conducted by the Distt. Police or by any other 

officer. 

 (viii) Be competent to seek explanation of the of the officer who does not follow 

the laid down procedure/guidelines during the conduct of the enquiry and 

will action thereon. 

 (ix) Be competent to requisition the requisite files, documents etc. for assistance 

in the conduct of enquiries. 

 (x) Take the required action proposed by the IVC or by senior officers against 

the police officers/officials & Public to its logical end. 

 (xi) Send his staff on periodical visits to be police stations to ensure that no 

innocent person is being harassed by the Police. 

 (xii) Instruct the staff to meet the Distt. Police Officers whenever on tour in that 

distt. for the speedy disposal of the complaints. 

 (xiii) Grant audience to Field Police Officers as and when they come to the Hqrs 

and brief him regarding disposal of pending complaints. 



 (xiv) Brief the DGP from time to time regarding the complaints received against 

senior officers and also regarding the integrity of the field officers. 

 (xv) Issue clearance to the Police units with regards to pendency of any 

complaint before effecting any promotion or granting any proficiency step 

up to their officials/personnel. 

 (xvi) Police Units will take clearance from the IVC with regard to pendency of 

any complaint before effecting any promotion and efficiency step up of their 

officials. 

 (xvii) Accomplish any other official works allotted by D.G.P. 

 

    Sd/- 

    Sarabjit Singh, IPS 

    for Director General of Police, Punjab. 

Date: 5.7.2006 

 

 

From 

 The Director General of Police,   

 Punjab. 

To 

 All Heads of Police Offices in Punjab  

 Memorandum No. 835-935/E-6 

 Dated Chandigarh, the 16.1.2001 

 

SUBJECT : BAN ON O.R.P. POSTING 

 

 

 The matter regarding promotion in ‘own rank and pay’ has been reviewed by the 

state Government and it has been decided to stop the same forthwith. Hence- forth no 

O.R.P. rank shall be given to any Police personnel. 

 In order to make a review of the O.R.P. ranks given to police officials, you are 

requested to send the list of those who have been granted this rank in the last five years 

with complete details including details of cadre of O.R.P. rank. 

 

    Sd/- 

    for Director General of Police, Punjab. 

 

 



From 

 The Director General of Police,   

 Punjab, Chandigarh (Training Branch). 

To 

 All Heads of Police Offices in Punjab  

 Memorandum No. 7100-7200/Trg-3 

 Dated Chandigarh, the 1.10.2003 

 Memo : Refer on the subject cited above. 

 

 

SUBJECT : REGARDING EXEMPTION FROM 

LOWER/INTERMEDIATE/UPPER SCHOOL COURSES  

GUIDELINES THEREOF 

 

 

 This issues in suppression of earlier guidelines on the subject cited above issued 

vide No. 1997-2077/Trg-3, dated 9.4.2002 and No. 31783-882/E-6, dated 11.10.2002. 

 Henceforth, the following procedure and guidelines will be followed for grant of 

exemption from promotion (lower/intermediate/upper) school courses. 

 (i) Training branch C.P.O. will act as nodal agency to process cases of exemption 

from (lower/intermediate/upper) promotion school courses. No other branch 

will process such cases. Final orders in such cases, will be issued by Training 

Branch. C.P.O. after approval of competent authority. 

 (ii) All officials who figure in the eligibility-list for promotional-school courses, 

shall report to PPA Phillaur, at the first instance. 

 (iii) In case of proposed exemption from promotional courses on medical grounds 

exemption may be accorded only from out-door subjects, after proper 

examination of the case. 

 It is reiterated that exemption from attending the promotion school courses may be 

rarely given i.e. only in exceptional cases necessitating such exemption in 

public/departmental interest or physical inability. In all such cases of exemption, the 

concerned official should have a consistently very-good record. Award of major 

punishment shall debar the employee from benefit of exemption from 

attending/qualifying the promotion courses. 

 For the purpose of submitting any proposal for exemption from promotional school 

course. The District SP/Comdt. of Battalion will route such references through office of 

their Range/administrative D.Is.G, if the case confirms to the above-said guidelines under 



para 4 above. The concerned D.I.G will further submit such proposal's to the office of 

DGP/Punjab (Trg. Branch) 

 This issues under approval of the Director General of Police, Punjab. 

 

    Sd/- 

    for Director General of Police, Punjab. 

 

OFFICE OF THE DIRECTOR GENERAL OF POLICE, 

PUNJAB, CHANDIGARH (SECRET SECTION) 

 

STANDING ORDER 

ON 

INTERNAL VIGILANCE CELL 

 

 The Internal Vigilance Cell was created in the Police Deptt. during the year 1989, 

as per the proposal sent by the CPO to the State Govt. This Cell was created to enquire 

into the complaints received from various quarters against police excesses as well as 

corruption complaints. Lateron work relating to grievances of general public was also 

entrusted to the IVC. Till date, no formal charter of duties of Addl. D.G.P./IVC has been 

framed. Now, the following charter of duties are assigned to the Addl. Dir. General of 

Police, IVC, Punjab:- 

i) Addl. DGP/IVC will refer complaints received from various quarters i.e. Supreme 

Court of India, Punjab & Haryana High Court, C.M. Office, Home Deptt. Human 

Rights Commission, D.G.P. Punjab's office as well as from general public to 

various officers of the districts and of IVC. The complaints can also be marked to 

IGPs/Zonal, Range DIsG and Distt SSPs, keeping in view the gravity of the 

allegations. Complaints of serious nature, where an indepth enquiry is needed, will 

be looked into by the officers of the IVC. 

ii) Addl. D.G.P./IVC will also conduct enquiries into specific complaints of corruption 

against SIs/ASIs and ORs besides complaints other than those of corruption charge 

against all Police Officers i.e. GOs, NGOs & ORs, after taking the orders of DGP. 

iii) Addl. D.G.P./IVC. will conduct enquiries into the complaints which have been 

marked to him by name by the D.G.P. 

iv) It will be the duty of the Addl. DGP/IVC to send the enquiry reports of the 

complaints to the quarters concerned well in time. 

v) Addl. D.G.P./IVC will monitor the functioning of the Police Units regarding he 

disposal of complaints in the minimum possible period. He may undertake tours of 

various units for this purpose. 

vi) Addl. D.G.P./IVC will be competent to take final decisions on the enquiries 

conducted by any Police Unit/IVC except the complaints where a report is called 

for by higher authorities.  



vii) Addl. D.G.P/IVC will be competent to remark the enquiry to any other officer in 

case he is not satisfied with the enquiry already conducted by the Distt. Police or by 

any other officer. 

viii) Addl. DGP/IVC will be competent to take explanation of the officer who does not 

follow the laid-down procedure/guidelines during the conduct of the enquiry and 

action will be taken thereon. 

ix) Addl. DGP/IVC will be competent to requisition the requisite files, documents etc. 

for assistance in the conduct of enquiries.  

x) Addl. DGP/IVC will also take the required action proposed by the IVC or by senior 

officers against the police officers/officials & public to its logical end. 

xi) Addl. DGP/IVC staff will pay periodical visits to the Police Stations to ensure that 

no innocent person is being harassed by the Police. 

xii) The staff of IVC will also meet the Distt. Police Officers whenever on tour in that 

distt. for the speedy disposal of the complaints. 

xiii)  Field Police Officers should also meet the Addl. DGP IVC as and when they come 

to the Hqrs and brief him regarding disposal of pending complaints. 

xiv) Addl. DGP/IVC will also brief the DGP from time to time regarding the integrity of 

the field officers. 

xv) Police Units will take clearance from the IVC with regard to pendency of any complaint before 

effecting any promotion and efficiency step up of their officials. 

xvi) Any other official work allotted by D.G.P. 

Sd/- 

Sarabjit Singh, IPS 

Dated , Chg. Director General of Police, Punjab the: 

 

No.30532-631/Con.SA-I(i) dated Chg. the : 1.12.99 

 A copy of the above is forwarded to the following for information & necessary 

action:- 

1. All Heads of Police Offices in Punjab State. 

2. All Officers posted in CPO Punjab. 

3. All Heads of Police Offices in CPO Punjab. 

4. Pvt. Secy. to D.G.P. Punjab. 

5. All Sr. Asstts. in Secret Section, CPO, Punjab. 

D.I.G./Admn. 

for Dir. General of Police, Pb. 

 

OFFICE OF THE DIRECTOR GENERAL OF POLICE,  

PUNJAB, CHANDIGARH 

 

STANDING ORDER  
 



Creation of Litigation Wing  
 

1. There are a number of cases at different stages relating to police action in 

management of terrorism. Hence a separate Wing under D.G.P., Punjab, 

Chandigarh is hereby established with Sh. K.K. Attri, IPS, Inspector General of 

Police, IRB & Special, Punjab as Incharge of the Wing at Chandigarh. The 

following officers are attached with this Wing on whole time basis:- 

 (a) Sh. R.C.Prasad, IPS, DIG/ Investigation, Pb., Chandigarh.  

 (b) Sh. Balbir Singh Randhawa, SP, Crime against Women.  

 (c) Sh. Chaman Lal, DSP, Investigation, Pb., Chandigarh.  

 (d) Sh. Kewal Kumar, DSP. 3rd IRB, Jalandhar.  

 (e) Sh. Roshan Lal Singla, Deputy District Attorney, Crime Wing, Punjab, 

Chandigarh.  

 Their present duties will be assigned to other officers by their Controlling Officers. 

These officers will draw their pay and allowance from their present places of postings.  

 

Organistational Set Up 

2. Logistic Support 

 (a) IGP/ Headquarters, Punjab, Chandigarh will provide one Superintendent 

Grade-I, 3 Assistants and 4 clerks for the office of Litigation Wing.  

 (b) One SI who joined as direct ASI, and 3 Constables will be provided by each 

Range of  Punjab to this Wing within a week.  

 (c) 2 Cars, 2 Gypsies, one Mini Bus and one Motor Cycle will be provided by 

IGP/ Provisioning. In addition to this one copier (Photostat machine) will also 

be provided by the IG Provisioning.  

 (d) Present vehicles, telephones, personal staff, office rooms attached with 

Litigation Wing officers will continue with them.  

 (e) The logistic support of office furniture, POL, repair of vehicles and stationery 

etc. will be provided by India Reserve Battalions. IGP, Prov. will provide Rs. 

5 Lacs in office expenses and Rs. 5 Lacs in POL Sub- Heads of IR Bns. for 

Litigation Wing.  

 (f) If need be, Litigation Wing can assess the availability of Govt. buildings in 

Chandigarh and Mohali (Commando Complex).  

 (g) IGP, Hqrs. will move the Chief Secretary to provide 3 adjacent rooms in B 

Block of Punjab Bhawan, New Delhi till further orders for the office of this 

Wing (camp office). One STD phone and a fax machine will be installed in 

Delhi camp office. 

 (h) One STD and one non- STD telephone alongwith a fax machine are allowed 

for this Wing in Chandigarh.  

 (i) Addl, DGP Computer will provide one 486 computer with scanner and 24 pin 

printer alongwith 3 operators within a week. DIG, Wireless will provide two 

duplex sets for the office of Litigation Wing at Chandigarh.  



3. Coordination  

 All the Police offices in Punjab are instructed to deal with all the references from 

Litigation Wing on Top Priority. if there is any delay, concerned head of the office will 

be personally responsible. If the information is to be collected from other offices, interim 

reply will be submitted to Litigation Wing with the intimation of specific time limit when 

the full reply will be sent.  

 IGP/Hqrs. will also move the Chief Secretary to get the instructions issued to other 

departments including DGs that any information asked for by the Litigation Wing would 

be supplied on top priority basis and head of office will detail one GO to personally 

handle all querries. 

    Sd/- 

    (K.P.S.Gill) IPS 

    Director General of  Police, Punjab,  

No. 10639-764/Con.SA-I, dated, Chandigarh, the :2.5.95  

 

 A copy is forwarded for information and immediate necessary action to the 

following:-   

1. All heads of Police Offices in Punjab State.  

2. Director General of Police, Intelligence & Crime, Punjab, Chandigarh.  

3 Addl, Director General of Police, Computer & Wireless, Punjab, Chandigarh. 

4. Inspector General of Police, Crime, Punjab, Chandigarh. 

5. Sh. K.K Attri, IPS, Inspector General of Police, India Reserve Battalions, Punjab, 

Chandigarh.  

6. Inspector General of Police/ Hqrs., Punjab, Chandigarh. 

7. Inspector General of Police, Provisioning, Punjab, Chandigarh. 

8. All officers posted in CPO, Punjab.  

9. Dy. Inspector General of Police, Wireless, Punjab, Chandigarh. 

10. Controller, Finance & Accounts, CPO, Punjab, Chandigarh. 

11. All officers attached with Litigation Wing, Punjab. They are directed to report to 

IGP/IRB, Punjab, Chandigarh immediately.  

12. All sections in CPO, Punjab, Chandigarh.  

13. Private Secretary to D.G.P., Punjab, Chandigarh.  

 All concerned are requested to comply with the requirements at the earliest.  

 

    Sd/- 

    (N.P.S.Aulakh) IPS,  

    for Director General of Police, Punjab 

    No. 10638 Dated, Chandigarh, the : 2.5.95 

 

STANDING ORDER-FUNCTIONS OF PUNJAB POLICE CONTROL 

ROOM, CHANDIGARH 



 

Objectives-Receiving & Dissemination of  

Information and Instructions 

  

1. With a view to have update information regarding Law & Order and 

other information which may be of interest to Govt. of Punjab, Director 

General cum Inspector General of Police, Punjab, Inspector General of 

Police, Intelligence, Punjab and neighbouring States of Himachal 

Pradesh, Haryana, Union Territories of Chandigarh and Delhi in the day 

to day  working as well as emergency, Punjab Police Control Room is 

functioning in the Punjab Civil Secretariat building at Chandigarh under 

the supervisory control of Deputy Inspector General of Police, 

Intelligence, C.I.D., Punjab, Chandigarh. This Control Room is getting 

information from all the districts in the State regarding any occurrence 

and incident pertaining to Law and Order. The Supdt. of Police, 

Incharge of the Control Room also gives instructions to all SSPs/SPs on 

behalf of the D.G.P.Pb./ or I.G.P. Intelligence, Pb. regarding 

apprehending of criminals, checking of vehicles and conducting 

nakabandis in the State and also passing information to the neighbouring 

States, Union Territories about important incidents. 

2. Method of Collection of Information. No sooner a specially reported 

crime or a sensational crime or an important incident affecting law and 

other meriting immediate attention of the District Supdt. of Police, is, 

reported to a Police Station/ District Police Office/Sub-Divisional 

Office, then it is to be communicated on telophone (or in its absence 

through the quickest means available) to the District Superintendent of 

Police; and the District Police Control Room in the district immediately 

on receipt of the message, is to convey it to the Control Room, 

Chandigarh on the teleprinter/duplex and if it is out of operation, than 

on the  wireless set or if necessary on telephone. As soon as any 

information is received about sensational crime from districts, then S.P. 

Incharge of  the Control Room will pass on this information to D.G.P., 

Punjab, I.G.P Intelligence, Pb., I.G.P. U.T. Chandigarh, D.G.P. Haryana, 

D.D.I.B, Control Room, Ministy of Home Affairs, Special Branch Delhi. 

He will also direct the SSPs/SPs of the State about the arrest of 

criminals, checking of vehicles and conducting of nakabandis in the 

State.  

Daily up to 0900 hours, each district should convey on teleprinters or in 

its absence on the wireless net- work, information regarding Law and 

Order situation, sensational crime, terrorists crime, and other local news 

of interest including:- 



 (a) No. of cases registered under various heads during 24 hours.  

 (b) Sensational Crime or important incidents with full details of the 

incident and the action taken by the Police.  

 (c) Report regarding natural calamities and political agitation or any 

news which is likely to be sensational or of interest. 

 (d) Besides, in case any false or exaggerated news appears in the 

English and vernacular Dailies, the District Supdt. of Police 

concerned should intimate that the news is without basis or 

exaggerated and send the correct version for the information of the 

authorities at Chandigarh. It should always he done at the earliest, 

preferably before the scheduled office hours.  

  The daily movement of the Districts Supdts. of Police, the Deputy 

Commissioners, the Deputy Inspectors General of Police of the 

Ranges, and the Commissioners of the Divisions must be 

communicated to the Punjab Police Control Room on the teleprinter 

by 8 A.M. so that whenever the DGP or any senior officers, or the 

Governor or any of the Ministers, etc. wants to contact any of the 

above mentioned districts/ Ranges/Divisional Officers during and 

emergency , the Control Room is in a position to give the correct 

information. 

  The S.P. Incharge of the Control Room is required to personally 

ensure the recipt and keeping a record of the above information. 

3. Staff Posted and Sanctioned. The following staff is sanctioned and 

posted against the CID vacancies:- 

    Sanctioned  Posted  

 1. S.P.  1 1 

 2. Dy.s.Ps 2 2 

 3. Inapectors 3 3 

 4. S.Is  8 6  

  (one S.I Bachittar Singh adjusted in PPCR working in Crime Wing) 

 5. ASIs   2 

 6. H.Cs  7 4 

 7. Consts. 11 8 

 8.  Steno Typist 2 2 

4. Duties of The Officers. Supdt. of Police Control Room is designated as 

Officer Incharge Control Room. It is his personal responsibility to 

ensure that all information relating to Law & Order or any other 

impotant information is quickly collected from all the districts and pass 

on to D.G.P. Haryana, Control Room, Ministry of Home Affairs Special 



Branch, New Delhi. It is also his duty to guide the SSPs/ SPs of the 

districts about the arrest of the accused, checking of vehicles and 

conducting of nakabandis. Daily, the Supdt. of Police Incharge Control 

Room/Dy.S.P. will issue by 11 A.M. at the latest the Crime Sitrep 

Containing latest information received up-to 9 A.M. and whenever an 

impotant information is received, it shall be immediately coneyed to the 

Director General of Police, Punjab and I.G. of Police Intelligence, 

Punjab, besides the senior officers dealing with Law and Order. 

Resources of information shall also be known to the S.P/Dy.S.P. 

Incharge Control Room and should be indicated in the Daily Diary 

Sitrep. The Crime Sitrep to be issued should contain all specially 

reported cases sensational/henious crime committed by the extremists.  

Three news  cutting files conerning crime, Political and Student/Labour 

news items should be regularly prepared in the morning separately and 

submitted to D.G.P.Intelligence through the concerned SPs/C.I.D 

according to the instructions on these files by 9.30 A.M. sharp.  

S.P. Incharge Control Room will remain present in the Control Room 

from 9.A.M. to 6 P.M. 3 Dy. S.Ps who will assist the S.P. Incharge 

Control Room will remain present in the Control Room performing 8 

hours duty from 8 A.M. to 4 P.M., 4 P.M. to 12 P.M., 12 P.M. to 8 A.M. 

It is his/her personal responsibility to ensure the maintenance of proper 

discipline amongst the staff working under him/her in Control Room. In 

case of emergency, SP/Security, SP/D and S.P. Control Room will 

perform 8 hours duty and remain present in the Control Room.  

There are two teleprinters (UNI and PTI) installed at present in the 

Control Room. The messages shall be scrutinised by the Dy. S.P. on 

duty carefully and he should put up the sensational/important news 

before the S.P Incharge Control Room, who should bring the same to the 

notice of D.G.P., I.G.P. Int. immediately. 

The S.P. should ensure that a Roznamcha is maintained properly by the 

Control Room Staff in the proforma given below:- 

 Roznamcha of Police Control Room, Pb. Chandigarh  

 Sr.   Time  Date  Infromation  Information Time  Remarks Sig.  

 No   received  passed to   (i f any) 

    from Name & Design  

     of the officer.  

 He would also ensure that the instructions given from time to time 

regarding submission/receipt of wireless teleprinter messages are complied 

with by all the officers on duty at Punjab Police Control Room.  



5. Inspectors. One Inspector will remain on duty round the clock by 

rotation. He will be  responsible to perform all the duties/ functions 

assigned to him by SP/ Control Room. He will render assitant to G. Os 

Incharge to attend telephone/Duplex class to compile and pass on 

information of important messages to SP/Control Room, who will pass 

on the information to senion officers. 

6. Sub-Inspectors. Normally two Sub- Inspectors will remain on duty 

round  the clock turn by turn. The working hours will be 8 A.M. to 

4P.M., 4 P.M., to 12 P.M., 12 P.M. to 6 A.M  

7. Return Writers (H.C.). It is the duty of the return writer to maintain 

the record of the Control Room and assist in making any returns 

whenever asked for.  

8. Steno-Typist. Shall do such work as is assigned to him daily by the 

G.O. Incharge Control Room.  

9. Head Constables. The Head-Constables will work under the guidance of 

Dy. S. Ps/Inspectors.  

10. Constables. The message and Dak is to be delivered to all the senior 

officers with the latest information collected by the Control Room 

during the day and night. One/Two constables (runners) would remain 

normally employed in carring the messages to various senior offices and 

adequate number may be kept on duty as stand by at all time to ensure 

speedy delivery/ communication of message and information. All the 

runners must know the residential addresses of all senior officers, at 

Hqrs.:- 

 (a) Princial Secretary to C.M.Pb.   

 (b) Secretary to Governor Pb.  

 (c) Home Secretary, Pb. 

 (d) Director General of Police, Pb.  

 (e) Chief Secretary to Govt. of Pb. 

 (f) I.G. Intelligence, Pb. 

 (g) I.G. Crime, Pb. 

 (h) I.G. Hqrs, Pb. 

 (i) Addl. D.G.Ps., Pb.   

 (j)  D.I.G. Crime, Pb. 

 (k) D.I.G. Int., Pb. 

 (l) D.I.G. Security Pb. 

 (m) D.I.G. CBI 



 (n) D.I.G. Computer 

 (o) D.I.G. C.I. 

 (p) D.I.G. Admn.  

 (q) D.I.G, Inv.  

 (r) SP/J 

 (s) SP/R 

 (t) SP/D 

 (u) SP/Crime  

 (v) SP/SS 

 (w) SP/H. Cell  

 (x) SP/W. Cell 

 (y) SP/Arms  

 (z) MOB 

11. After the duty hours of the staff on duty in CPO/CID the duty officer 

will receive all important messages meant for these HQrs, offices from 

the wireless Control Room, Inter- State Police Wireless Control and 

Intelligence Bureau and make an entry regarding the receipt of these 

signals/messages in the register maintained for this purpose. He will go 

through the contents of these signals/messages and will inform the 

officers concerned about the contents of these messages which require 

immediate attention. In case of doubt, he will contact senior officer 

dealing with the subject or the concerned office. These message will be 

delivered in the concerned circulation Branch in the morning at 9 A.M. 

sharp.  

 During the tenure of his duty the staff of the Control Room will not 

leave Control Room without proper permission of his superior, i.e. SP/ 

DSP Incharge Punjab Police Control Room. The officer Incharge PPCR 

will obtain permission from the IG/CID Punjab for leaving the Control 

Room for any unavoidable task. Punjab Police Control Room will be out 

of bounds to all ranks unless on duty or on official business. 

12. Telephones. At present two telephones No. 29361 and 27868 are 

installed in the PPCR. Two more telephones will be provided one in the 

office of SP/Control Room and another in his residence. At present, 

there is a facility of Hot Line to PPCR and MHA/Crime, New Delhi and 

Special CID, New Delhi. There is facility of Duplex system connected 

with all the districts of Punjab, PBX connected with the Civil Secretatiat 

Exchange, Military Telephone No 6605 connected with Western 



Command Chandigarh, Phone connected with telephone No. 27361 and 

telephone of P.T.I. 

13. District Control Rooms. District SSPs/SPs will ensure that District 

Control Rooms are manned properly and one Inspector will always be 

present in the Control Room for passing information quickly to Control 

Room at Hqrs. Chandigarh. 

14. Map and Equipments in the PPCR 

 (a) India  

 (b) Punjab (all districts) 

 (c) Amritsar 

 (d) Jalandhar  

 (e) Gurdaspur 

 (f) Hoshiarpur 

 (g) Kapurthala 

 (h) Ferozepur  

 (i) Faridkot 

 (j) Bathinda  

 (k) Patiala  

 (l) Sangrur 

 (m) Ropar 

 (n) Ludhiana 

15. Boards 

 (a) Board depicting teleprinters net work in Punjab.  

 (b) Board showing wireless net work (both VHF and HF). 

 (d) Board showing number of Police Stations connection, both with 

wireless and teleprinters. Police Station connected only with 

wireless or teleprinter.  

 (e) Board showing coming events, agitations, demonstration, dharnas, 

processions etc.  

16. Documents 

 (a) Update Standing Order of the Punjab Police Control Room. 

 (b) Residential addresses and telephone Nos. of the Ministers/Ministers 

of State/Deputy Ministers/Speakers. All Secretaries, Heads of the 

Departments, Police Officers of Punjab, Haryana and U.T. 

Chandigarh.  



 (c) Names and telephone Nos. of all Commissioners, D.Is.G, Deputy 

Commissioners, SSPs/SPs in Punjab, Battalions Commandants, 

Dy.S.Ps of Police Incharge Sub-Divisions, and telephone Nos. of all 

Police Stations districtwise.  

 (d) Tour Programme of C.M.,D.G.P.,I.G.P.Int. 

 (e) Names and addresses of Law Officers, ADAs, Supdt. and Assistants 

dealing with important subjects. 

 (f) Northern Railway Time Table.  

 (g) Telephone Directories of Delhi, Punjab and Chandigarh. 

 (h) IPC,Cr.P.C. and Police Volume I,II and III. 

 (i) Oxford Dictionary 

 (j) Duty rosters of NGOs/ORs. 

 (k) Telephone registers maintained for trunk calls, in accordance with 

the instructions on the subject from time to time. 

 (l) Message Book record of all message (TP or Radio messages). 

 (m) File of messages received in Control Room datewise and 

monthwise.  

17. Besides, the Supervisory Officers pertaining to the distribution of duties 

among the SPs, CID HQRs and posting of IGs,DIsG, SPs will be kept on 

record in the Control Room, for briefing/bringing to the notice of all 

new appointees in Control Room.  

Approved, 

Sd/- 

D.G.P.,Pb 

Dt.2.9.87 

Sd/- 

Dy.Insp.Genl.of Police, 

Security, Pb. 

 Office of The Inspector General of Police, Int., Pb. 

 No.23727-42/CON.SB-1, dated 3.9.87 

 Copy alongwith photocopies of letters dated 11.7.84 and 3.8.87 is 

forwarded for guidance and meticulous compliance to the:- 

1. All District Sr.Supdt. of Police, Punjab.  

2. All District Supdt. of Police, in Punjab.  

3. Supdt. of Police, Incharge Punjab Police, Control Room Chandigarh. 

 

Sd/- 



For Inspector General of Police, 

Intelligence, Punjab. 

 

 

From 

  The Director General of Police, Punjab 

To   

  All Heads of Police Offices in Punjab. 

 

Standing Order on the Working of 

District Control Rooms 

 

Memorandum  

 The Standing Order on the working of the District Control Rooms has been revised 

keeping in view the situation prevailing in the State. All the directions given in the 

Standing Order may be complied with meticulously. Range D.Is.G. and other senior 

officers are requested to visit the District Control Rooms in order to ensure proper 

compliance of all the directions given in the Standing Order. 

 

Inspector General of Police (Hqrs) 

for Director General of Police, Punjab 

No. 2474-2504/TT-5 Dated Chandigarh, the 4.3.1985 

 

INSPECTOR GENERAL’S STANDING ORDER NO. 43 

 

Instructions Issued by The Punjab Government For the Guidance of Magistrates in 

Their Conduct of Identification Parades, Granting of Remands, Recording of 

Confessions and Regarding Certain Other Matters 

 

Identification Parades 

1.  The Executive Magistrate in charge of an Identification Parade should prepare a list 

of all persons. including the accused who form part of the parade. This list should 

contain the parentage, address and occupation of each member of the parade. 

2. When any witness identifies a member of the parade, the Magistrate should note in 

what connection he is identified. A note should also be made if the witness 

identifies a person wrongly; in such a case it is incorrect to note that the witness on 

being called for the purpose, states that he cannot make any identification, a note 

should be recorded by the Magistrate to this effect. 

3. Should the accused make any complaint or statement, it should be recorded by the 

Magistrate. If from his personal knowledge the Magistrate is able to decide beyond 

doubt that the complaint is false or futile, a note to this effect should be made, but in 

other cases it is advisable to leave any decision as to the value to be attached to the 



objection to the court trying the case.The Magistrate should also record any 

statement made by a witness before making an identification. 

4. In cases where the identification of the accused is disputed and is a matter of 

importance, the request of an accused for an identification parade should not be 

refused. Such a request should not also be rejected merely because it is regarded as 

a measure to create a delay, as it should be possible to arrange an identification 

parade without delay. Again a request to hold such a parade should not be refused 

on the ground that it is after some considerable time since the witnesses last saw the 

accussed and the accused may have changed in appearance in the meantime, and in 

such case, in his report on the parade, the Magistrate can record as to when did  the 

witnesses see the accused last. 

5. The Magistrate should state :- 

 (a) What precautions he has taken to ensure. 

  (i) That the witnesses do not see the person to be identified by them before 

the identification proceedings commence; 

  (ii) That no communication which would facilitate identification is made to 

any witness who is awaiting his turn to identify, and 

  (iii) That after making identification the witnesses do not communicate with 

other witnesses who have yet to do so; 

 (b) Whether the person to be identified is handcuffed or is wearing fetters; and if 

so, whether or not other persons taking part in the parade are handcuffed or 

are wearing fetters, and also whether or not they are inmates of the jail. 

6. At the end the Magistrate should append a certificate in the form annexed. 

 

Remands 

7. Before a remand is granted in any case, the Magistrate should inform the accused 

that he is a Magistrate and that a remand has been applied for, and he should ask the 

accused whether he has any objection to offer to the remand. The order granting the 

remand should be written at the time it is announced, in the presence of the accused. 

8. If the accused wishes to be represented by a counsel the Magistrate should allow 

time for counsel to appear and argue the matter before him. He may grant a 

temporary remand in such circumstances until arguments have been heard. 

 

The Recording of Confessions 

9. In order to ensure that a statement of confession under Section 164 of the Code of 

Criminal Procedure is made voluntarily, the following precautions should be taken. 

Before the Judicial Magistrate proceeds to record the confession, he should arrange 

so far as is compatible with his safety and that of his staff and with the safe custody 

of the prisoner that the latter is left for some time (say, for half an hour) out of the 

bearing of Police Officers or other persons likely to influence him. 

10. The Judicial Magistrate who has recorded a confession under Section 164, Criminal 

Procedure Code, should not hand over the documents after completion to the Police 

Officer in charge of the prisoners, but should forward it as required by Sub Section 



(2) of that Section direct to the Magistrate by whom the case is to be enquired into 

or tried. 

11. These instructions do not prohibit a Judicial Magistrate who has recorded a 

confession or statement from allowing the Police to take copy of it before it is 

forwarded to the trial magistrate; and the Magistrate should always permit the 

Police to take a copy if they express a desire to do so. When permission is so given, 

the Police copy should be written out by a Police Officer or clerk from the dictation 

of an officer of the court, in the actual presence of the Magistrate who recorded the 

confession. 

 Time and labour can be saved if the Judicial Magistrate recording a confession, 

makes a carbon copy which can alternatively dictate a copy to an official of the 

court at the same time as he himself writes the original. 

Right of Accused to Access to Counsel and Friends 

12. An accused person should not be removed to a place which is either inaccessible or 

unknown to his friends or counsel. Information regarding his place of confinement 

should at all time be given to his friends on their application, and the prisoner 

himself should be informed that he is entitled to have the assistance of counsel and 

to communicate with his relations and friends. 

 

Identification Prade 

 The State................Versus.................... 

 (F.I.R. No. of 19 ). 

 Police Station...................... 

 Parade held on the.......................19 

 in the ....................... jail by....................... 

 Executive Magistrate............ Class...... District.......... for the identification 

of......................................on the application of........................................... 

 Names of the witnesses who are expected to identify the prisoners, with their 

particulars :- 

 1.................................................... 

 Proceedings of the Executive Magistrate certifying that the above is true and correct 

record of my proceedings. 

Executive Magistrate, Class. 

 

 

INSPECTOR GENERAL’S STANDING ORDER NO. 42 

 

Chapter XXV 

 

Service of Writs of  Habeas Corpus Issued 

by the High Court 

 

1. Attention is drawn to the instructions contained in rule 7 & 8 of Chapter 4.F(a) of 

the Rules and Orders of the Punjab High Court, Vol. V corrected upto March, 1958 



which lays down that if the application for a writ of Habeas Corpus alleges that the 

confinement amounts to an offence, the court may, at the time of issuing a rule also 

issue a search warrant and the person to whom the warrant is directed may search 

for person so confined and such search shall be made in accordance therewith, and 

the person if found, shall be immediately brought before the court, which shall 

make such order as in the circumstances of the case may seem  to be proper. 

2. If the Court issuing such a warrent has reason to believe that the person to whom 

the warrant has been directed may not be able to identify the person confined, court 

may order a person named in the warrant to accompany the person to whom the 

warrant is directed, to assist him in the execution of the warrant. The court or the 

warrant shall alongwith a copy of the application and a copy of the order be served 

by the Bailiff of the court or by such other person as may be appointed by the judge. 

3. It, therefore, follows that no member of the Bar or of the general public unless his 

name is writen in the warrant, can accompany the Bailiff or such other person as 

may be appointed by the Judge for the execution of the warrant. 

4. Any case in which the above mentioned instructions are not observed should be 

reported to the Deputy Inspector General of Police, Criminal Investingation 

Department, Punjab at once. 

 

    Sd/- 

    (A. Kumar) 
Dated: Inspector General of Police, Punjab. 

 

 

 

DIRECTOR GENERAL OF POLICE, PUNJAB 

 

Case Law Studies : Police Cases 

 

 Until a few years back, it was thought that the requirement for adjudicatory bodies, 

to give reasons for their decisions was not a part of Natural Justice and accordingly, 

adjudicatory bodies were not obliged to give reasons in support of their decisions. But 

since then some change has come about in the situation. In England, Franks Cop insisted 

that there shall be general practice for the authorities to give reasons for their  decisions. 

“This suggestions has been given a statutory force. S. 12 of the Tribunals and inquiries 

Act, 1958 (now Act of 1971) provides that a Tribunal (listed in the First Schedule of the 

Act) must give written reasons for its decison if so requested by the parties, unless 

grounds of national security require to the contrary. But outside this Act, in England it is 

still the rule that giving of reasons is not a part of Natural Justice. Similarly, in the 

U.S.A., S 557(c) of the Administrative Procedure Act requires that administrative 

decisions be accompanied by findings and conclusions, as well as the reasons  therefor, 

upon all the material issues of law, facts or discertion. The giving of reasons is one of the 



fundamentals of good administration. It is a safegurad against arbitrariness. An Executive 

Officer develops a habit of mind to look at things from the standpoint of policy and 

expediency. This mental habit does not change from function to funcion. Giving of 

reasons will impose some restrictions on an Executive Officer in a matter involving 

personal rights. If an adjudicator is obligated to give reasons for his conclusions, it will 

make it necessary for him to consider the matter carefully. The addition to give reasons 

introduces clarity and minimizes arbitrariness. Compulsion of disclosure guarantees 

consideration.” The adjudicator will have to give such reasons for his decisions as may be 

regarded fair and forthright by a reasonable man and thus it will minimize chances of 

irrelevancy or extraneous considerations from, entering his decisional process and it will 

minimize chances of unconscious infiltration of personal bias or unfairness in the 

conclusion. Giving of reasons also gives satisfaction to the party against whom the 

decision is made. Justice should not only be done but should also appear to have been 

done. Unreasoned decision may be just but may not appear to be so to the person 

affected. A reasoned decision, on the other hand, will have the appearance of justice. 

 When a statute imposes the requirement of giving reasons for taking a decision, the 

provision is treated as mandatory and the failure to give reasons would be fatal to the 

action taken. The recording of reasons ensures that the authority applies its mind to the 

case and the reasons which impelled the authority to take the decision in question are 

germane to the content and scope of the power vested in the authority if the reasons 

recorded are totally irrelevant, the exercise of power will be void. 

 In Maneka Gandhi v. Union of India, under the Passport Act, 1963, the authority is 

to record its reasons and furnish a copy of the same to the concerned. individual on 

demand while impounding his passport. The authority may refuse to give reasons in 

public interest amongst other grounds. It was held that the authority is not the final 

authority in determining the question that non-disclosure of reasons in a particular case is 

in public interst, Bhagwati J., stressed that giving of reasons is a healthy check against 

abuse or misuse of power. It was stated that the authority would have to satisfy the court 

by placing proper material before it that the giving of reasons would be clearly and 

indubitably against the interests of the general public. If the court is not so satisfied it 

would require the authority to disclose the reasons. Maneka represents the high 

watermark of judicial insistence on adjudicatory authorities giving reasons for their 

decisions. 

 But it is not often that statutes impose such a condition. To cover such situations, 

the courts in India have spelt out a general obligation for adjudicatory bodies to give 

reasons for their decisions partly from Natural Justice, and partly form constitutional 

provision. (viz. articles 32, 136, 226 and 227) concerning judicial review. The courts feel 

that they cannot exercise their supervisory role over adjudicatory bodies effectively if 

reasons are not given by them for their decisions. In the absence of a speaking order i.e. 

an order which speaks for itself or its own story, or in other words gives reasons, the 

courts will be at loss to understand the working of the mind of the concerned body and so 



it will not be possible to decide whether there is any lelgitimate ground for the court to 

interfere with the decision of the body. 

 There is another aspect of the problem as well. Under many laws, decisions of one 

adjudicatory body are appealable to, or subject to revision by a higher authority. If the 

lower authority does not make a speaking order the party affected is at a loss to 

effectively exercise its right to approach the higher authority. Summary orders by lower 

authority reduce the provisions of appeal to, and revisions by, the higher authority to 

silence. Failure to give reasons amounts, in substance, to depriving the party of the right 

of appeal or revision. 

 The proposition is now firmly established that an adjudicatory authority is to give 

reasons for its decision. In Siemens, the Supreme Court reiterated the principle with an 

emphasis that the rule requiring reasons to be given in support of an order is a basic 

principle of Natural Justice which must conform to the quasi-judicial process. It should 

be observed in its proper spirit and mere pretence of compliance with it would not satisfy 

the requirements of law”. In Ajantha Industries v. Central Board of Direct Taxes, it was 

held that an order on account of non communication of reasons, was not served by 

showing that the reasons existed on the file. 

 Though “giving reasons” is an essential element of Natural Justice, yet the courts 

may not always quash a non-speaking order in the circumstances of a case particularly 

when the reasons are on the record. This aspect is considered in detail in the next chapter. 

 There are a few cases where the court has waivered in the matter of giving reasons 

by an adjudicatory authority. In Ranganath v. Daulatrao, the court refused to intervene 

where the authority passed an order adversely affecting the individual on the ground that 

the matter did not involve adjudication of facts but rested on the point of law about which 

there was no error according to the court. The approach is not correct. 

 In disciplinary proceedings where the disciplinary authority is agreeing with the 

findings of the Enquiry Officer, it need not record its own reasons,  though, this has to be 

done when it is differing from his findings. This is the ruling of the Supreme Court in 

Tara Chand v. Delhi Municipality. It is true that there is a sizeable case law supporting 

this proposition, but this is all of pre-Siemens vintage and in Tara Chand, the court while 

referred to the old cases, by-passed Siemens with the comments that it had nothing to do 

with disciplinary proceedings. The court, however, failed to explain as to what was so 

special about these proceedings which made the Siemens rule (that every adjudicatory 

body must give its own reasons for the order made by it) non-applicable to them. 

Disciplinary proceedings are quasi-judicial proceedings and there is no reason to 

distinguish them from other types of quasi-judicial proceedings in the matter of giving 

reasons. On the other hand, logic and sound common sense dictates that the disciplinary 

authority (which is the real decison-maker) should not mechanically agree with the 

findings of the Enquiry Officer but must apply its own mind, consider the evidence and 

reach its own decision in the matter. There is no better way to ensure this than to require 



it to make out a reasoned order. Further, the disciplinary authority may agree with the 

Enquiry Officer but for some different reasons.Then it must spell out its own reasons for 

accepting those findings. 

 Adequacy of Reasons :  A mere repetition of statutory language in the 

administrative order will not make the order a reasoned order. Thus where an application 

by a company for registration of a trade mark was refused on the grounds of development 

of indigenous industry in India. was held that this did not amount to giving of reasons as  

the order merely received words of the statute. Government should have given “both 

circumstances and reasons in the order so that the petitioners are able to know the official 

viewpoint to counter them by placing before the government, the industries order. 

Similarly, reasons are not held sufficient where the authority cancelling the factory 

licence stated that this was found to be unsatisfactory. It was not enough that the grounds 

for cancellation were stated in the Show Cause Notice. The approach of the same court in 

Satish Chandra v. Union of India is not correct. Here the Delhi Municipal Corporation 

was superseded by  the Central Government. The government issued a Show Cause 

Notice to the Corporation mentioning the details of the grounds for the notice. The order 

of supersession reproduced in extenso in the Show Cause Notice without referring to 

what the explanation of the Corporation was and why it was to be unsatifactory. In a two 

to one decision, the requirement of reasons was held to be satisfied. The opinion of the 

dissenting judge is to be considered on the point. 

 The courts have shown some flexibility in favour of an administrative order, 

depending upon the facts even though the reasons were scrappy. The court has to be 

satisfied by looking into the records or otherwise that the authority did apply its mind to 

all the relevant material. Thus, in High School & I. E. Board v. Bagleshwar, it was held 

that the fact that the enquiry committee did not write an elaborate report did not mean 

that it did not consider all the relevant material before it came to the conclusion that the 

student had used unfair means. Such an approach is adopted in other cases as well where 

the question involved, was the use of unfair means at the examination by a students. In 

case, where the petitioner contended that the order of the authority did not contain 

reasons for rejecting some of his contentions, the court called for the file and found that 

his explanation had been only considered.” 

 The question of sufficiency of reasons in a particular case remains uncertain. The 

nature and elaboration of reasons depends upon the facts of each case. The Supreme 

Court has stated that it is not necessary for the authority to “write out a judgment as 

courts of law are wont to do”. However at least “outline of process” of reasoning must be 

given? It seems it will satisfy the requirement of “giving reasons” if relevant reasons have 

been given for the order, though the authority has not set out all the reasons or some of 

the reasons which were argued before the court had not been expressly considered by the 

authority. 



 Reasons by Appellate Authorities : Adjudicatory bodies, may be arranged in a 

hierarchical structural order. Before Siemens, the question was considered by the 

Supreme Court in serveral cases moves from the lower to the higher body. Here the 

courts have considered several alternative situations. 

 The lower authority itself may not give reasons, or may give nebulous or scrappy 

reasons. If the appellate authority thereby affirms such an order without giving any 

reasons, the order of the appellate authority will be bad. In Bhagat Raja v. Union of India, 

the Central Government acting under R. 55 of the Mineral Concession Rules affirmed the 

order of the State Government which had rejected the appellant’s application for granting 

a mining lease. No reasons were given by any of the governments. The Supreme Court 

found that the central “Ministry have a special form which is to be used whenever a 

review application is to be rejected.” Quashing the order, the court pointed out that 

“where the lower authority itself fails to give any reasons, according to the court, did not 

have much meaning, and the reviewing authority does not even refer to that ground. This 

court has to grope in the dark for finding into reasons for upholding or rejecting the 

decision of the reviewing authority.” Where however, the facts are so notorious that the 

reasons for the administrative action are too obvious and could not possibly be 

questioned by anybody, the fact, that no reasons were given by the revisional authority 

(here the Central Government over the orders of the State Government) may not vitiate 

action. It has also been held that No reasons ought to be given by the Appellate Authority 

where it is endorsing the order of the lower authority but the order of the latter contains 

several reasons some of which are good and some bad. 

 An appellate authority must give reasons where it is reversing the order of the lower 

authority, whether the latter has given reasons or not. In C. I. T. Walchand & Co., the 

Income Tax Appellate Tribunal did not agree with the view of the Income Tax Officer, 

but without assigning any reasons the Tribunal allowed the claims of the assessee 

partially. It was held that the Tribunal must record its reasons in support of its decision. 

In Harinagar Sugar Mills Ltd., v. Shayam Sunder Jhunjhunwala, the Central Government 

accepted an appeal under S. 3(iii) of  the Companies Act against the refusal of the 

directors of the company to register transfer of shares in favour of the transferee. Under 

the Articles of Association of the company, the directors had an absolute discretion to 

refuse to register any shares and they were not bound to give any reasons for doing so. 

On appeal to the Supreme Court under Art. 136, the Supreme Court quashed the Central 

Government’s order on the ground that no reasons had been given by the officer hearing 

the appeal.The court directed rehearing of the appeal and its disposal according to law by 

the Central Government. 

 A ticklish question is raised, however, when an authority makes a reasoned order 

and the appellate authority merely affirms it. Should the appellate body give its reasons 

insuch a situation? There was a view that no reasons need be given by the appellate body 

because it could be assumed that it had accepted the reasons given by the lower authority. 

But it then came to be realised that the appellate body should give its own reasons even 



though it is affirming a reasoned dicision of the lower body. At least it should be 

indicated clearly by the appellate authority that it was accepting the reasons given by the 

lower authority. The most explicit statement of this proposition is to be found in 

Travancore Rayons v. Union of India. It was a case of assessment of excise against the 

assessee. The assessee appealed to the collector who rejected his contention by a detailed 

order. The assessee went in revision to the Central Government which afirmed the 

collector’s decision by a non-speaking order. On appeal under Art. 136, the Supreme 

Court quashed the government order on the ground that it was a non-speaking order. The 

court stressed in support of this proposition the fact that a higher body may agree with the 

conclusions of the lower body but may not necessarily agree with all its reasons. The 

proposition thus appears to be well established that the appellate body should give its 

own reasons even when it was affirming a reasoned order of an adjudicatory body  

arranged in a hierarchical order (as is the case in assessement of customs duty) each 

authority should make a speaking order. It is submitted that the simplest and most 

effective rule to follow in adjudicatory proceedings will be that every body, appellate or 

original, should give its reasons for its decision irrespective of any consideration, unless 

there is some reason (security or public interest) for not doing so. The appellate body 

should give its own rreasons one should not forget that giving of reasons is not just a 

formal requirement. It serves a very important purpose viz., it ensures that the 

adjudicatory body applies its own mind to the merits of the case in hand and gives due 

consideration to the matters in issue, and that it does not dispose of the appeal in a 

mechanical manner or on extraneous considerations. That the adjudicatory bodies 

charged with the functions of adjudication perform their task in a very perfunctory 

manner becomes very obvious from the facts in Siemens, where diffierent authorities 

concerned with the assessment of the customs duty hardly gave reasons, goes to the very 

root of the process of the adjudicatory bodies and nothing will improve their functioning 

in this area as well as their image in the public eye as this single rule. 

 Record of Hearing : In the same category will fall the efforts made by the courts to 

improve the preparation of records of hearing. The matter is of importance because unless 

the adjudicatory body preserves  full record of the proceedings before it, a right of appeal 

either to a higher tribunal or to the court may not be fully effective.The Supreme Court 

emphasised this aspect in Nibaran Chandra v. Majendra Nath in the context of enquiry 

proceedings by the Assistant Settlement Officer under the West Bengal Estates 

Acquisition Act, 1953. Criticising the non-keeping of any record of any evidence by the 

officer, the court stated that no one was in a position to ascertain with exactness what 

each witness deposed; the appeal to a higher authority should be an empty formality in 

such a case, unless the material on which the order was based was placed before the 

appellate authority. It is thus apparent that a record of the evidence would  be as 

necessary as a reasoned order., The court, however, said that it “should not be understood 

to mean that he is bound to follow the procedure prescribed for civil courts for the 

recording of evidence. Only he should maintain some record from which the Appellate 



authority would be able to gather the materials which the officer had before him in 

arriving at the decision which is the subject of the appeal,” Similarly in East Jamuria Co. 

v. Collector of Customs, the Calcutta High Court emphasised the need for administrative 

adjudicatory authorities to “record the evidence produced through witnesses by parties in 

examination as also in cross-examination. However, the court did not quash the order 

though the evidence had not been recorded in the case as it found that no miscarriage of 

justice has occurred for failure to do so. 

 

STANDING ORDER NO. 2/2002 

EXECUTIVE CLERICAL CADRE 

 

 

 By the amendment of Punjab Police Rules 1.1 vide Notification No. 

G.S.R.33/C.A.5/61/S.7/Amd./90 dated 15th June, 1990. Executive Clerical Cadre has been 

made a separate cadre. 

 Henceforth the recruitment of Executive Clerical Cadre shall be as follows :- 

MODE OF SELECTION :- 

 (i) The Constables (Matriculates and above) from the general Executive force 

having at least 3 years service to their credit willing for absorption in the 

Executive Clerical Cadre (English/Accounts Branches separately) will be 

examined by the Board constituted by the District S.S.P. for making 

recommendations for their absorption in the Executive Clerical Cadre. The 

recommendations of Board/S.S.P. will be sent to the Range D.I.G. for his 

approval as per available vacancies duly sanctioned for each district Police 

office/unit. The seniority of Executive Clerical Cadre shall be maintained at 

Range level. 

 (ii) The Range D.I.G. will examine the recommendations of the district 

Boards/S.Ss.P. of his range and the names of Constables found fit for their 

absorption in the Executive Clerical Cadre will be approved as per available 

vacancies in the Range. 

EDUCATIONAL QUALIFICATIONS :- 

 Such willing Constables for their absorption in the Executive Clerical Cadre should 

have the following educational qualifications :- 

 (i) Matriculation Examination in 1st Division or having higher  educational 

qualification. 

 (ii) Type speed of 30 words per minute in Punjabi or English. 

PROMOTION/CONFIRMATION/TRANSFER :- 



 The Executive Clerical Staff posted in each District Police office shall be under the 

direct control of the Range D.I.G. concerned for the purposes of seniority and promotion 

from one rank to another/transfer and their confirmation etc. The district SSP shall, 

however, exercise disciplinary control over the Executive Clerical Staff posted under him 

as per the existing provisions of Punjab Police Rules, 1934 and Punjab C.S.Rs. The 

Range D.Is.G will form departmental promotional committees for considering the cases 

for promotion/confirmation as per available vacancies strictly in accordance with their 

seniority-cum-merit. However, promotion of executive Clerical Cadre in the rank of 

Inspector (Head Clerk)  and Sub-Inspector (Accountant) in the District Police offices 

where such vacancies exist shall be made at C.P.O. level from the state level seniority. 

CONFIDENTIAL SERVICE RECORD : 

 The confidential personal files of Executive Clerical Clerks/Head Constables, 

Assistant Sub-Inspector/Sub-Inspectors shall be maintained at Range level. 

DISCIPLINE AND PENALTIES : 

 The appointing as well as punishing authority for the personnel of Executive 

Clerical Cadre will be the same as defined in Punjab Police Rules, 1934.                 

 

    Sd/- 

    for Director General of Police, Punjab. 

 

 

STANDING ORDER NO. 3/2002 

(WOMEN POLICE) 

 

 

 The Woman Police wing has been recognised as a separate cadre with 

the amendment in rule 1.1 of Punjab Police Rules, 1934. Recruitment in the 

rank of lady constable in Punjab Police will be made by Recruitment Boards 

constituted for the purpose. 

(1) COMPOSITION OF THE BOARD :- 

 Composition of the Recruitment Board will be prescribed by Punjab 

Government/Director General of Police, Punjab and will include one lady-

gazetted officer and one gazetted officer belonging to the Scheduled Castes. 

(2) VENUE OF THE BOARD :- 

 The office of the Recruitment Board will function at the State 

Headquarters and will be supervised by the Assistant Inspector General of 

Police (Personnel) Punjab. Recruitment would be held on the dates and 

venues to be decided by the Board. 



(3) ELIGIBILITY REQUIREMENTS : 

 (i) Educational Qualifications : 

  The minimum educational qualifications for Recruitment would be 

Matriculation or its equivalent, with Punjabi as one of the elective 

subject from a recognized Board of Education/University. 

 (ii) Age :- 

  For recruitment in Punjab Police the minimum age limit will be 18 

years and maximum 22 years. Relaxation in upper age limit in the 

case of Scheduled Castes/Scheduled Tribes and Backward classes, 

as prescribed by the State Government from time to time shall be 

given. 

 (iii) Physical Standards : 

  Minimum Height  5'-3" 

  Minimum Weight   45 Kgs. 

(4) PROCEDURE FOR RECRUITMENT : 

 The Board will fix the criteria for candidates for recruitment to the post 

of Lady Constables in various units according to the requirements 

communicated by the units. 

 While making recruitments, reservation to Scheduled Castes, Scheduled 

Tribes, Backward Classes, Sports person and Wards of Freedom fighters, as 

prescribed by the Government will be ensured. Other Government 

instructions issued from time to time in this regard will be strictly observed. 

At the time to making recruitment 3% posts will be kept apart for sports 

women and the Board will request DG/PAP for making recruitment of 

sportswomen at his own level, and send recommendations of selected 

candidates to the Recruitment Board. 

SELECTION PROCESS : 

 (i) The qualifications of the prospective candidates would be 

scrutinized by responsible officers appointed by the Chairman, 

Recruitment Board, to exclude those who do not fulfill the age 

requirements, educational qualifications and/or the required 

physical standards. After the scrutiny of the qualifications, a list of 

candidates who satisfy the minimum laid down qualifications with 

details of their educational and physical standards would be 

tabulated. 

 (ii) The physical test would be in accordance with the following 

standards :- 

  For Women 18-35 years. 

  No. Event Qualifying Standard 



  1. 100M. Run 16.5 Second 

  2. Broad Jump 3.25 M. 

  3. Shot Put 4.50 M. 

  4. High Jump 1.05 M. 

  5. 200 M. Run 36 Seconds. 

 (iii) Physical tests for priority list instructions cases and Lady SPOs:- 

  For Women 18-35 years  For Women above 35 years 

  No. Event Qualifying  No. Event Qualifying  

    Standard   Standard 

  1. 100M. Run 19 Second 1. 800mtrs. run/walk 9 minutes 

  2. Broad Jump 2.80 M. 2. Sit ups 5 minutes 

  3. Shot Put 3.30 M.     OR 

  4. High Jump 0.80 M.  Jumps with 50 minutes 

  5. 200 M. Run 50 Seconds.  Skipping rope.  

  Candidates who are graduates or above will be given 10 marks, 

sports qualifications will carry 20 marks. 

  Out of the above five (5) events of physical efficiency tests, it will 

be compulsory to qualify in 4 events to be eligible for 

consideration. 

  Candidates will be awarded 10 Marks each for clearing each of 

these 5 events (total 50 Marks) Qualifying Marks would be 40. 

 Candidates who qualify the physical events will be put through a written 

test of Matriculation level to test the general awareness (50 marks) and 

Punjabi Language (20 marks) This will be followed by an interview of 10 

marks. Candidates must secure a minimum of 40% marks in the written test 

as well as in interview in order to qualify for selections. 

NOTE :- It is mandatory to secure 40% marks in written test and 40% marks 

in interview in order to qualify for selection. 

 

STANDING ORDER NO. 4/2002 

FINGER PRINT BUREAU 

 

 

 By the amendment of Punjab Police Rules 1.1 vide Notification No. 

GSR.33/CA.5/61/S.7/Amd./90 dated 15th June, 1990 Finger Print Bureau has been made 

a separate cadre. 



 Hence-forth recruitment in the ranks of constables and A.S.Is. in Finger Print 

Bureau will be made by the Recruitment Board constituted for the purpose. 

1. COMPOSITION OF THE BOARD :- 

 Composition of the Recruitment Board will be prescribed by the Director General 

of Police, Punjab and will include the Director, Finger Print Bureau, Phillaur as a 

member and one member each belonging to Scheduled Castes and Ex-Serviceman. 

2. VENUE OF THE BOARD :- 

 Recruitment Board will function at the State Police Headquarters and will be 

supervised by the Chairman of the Board nominated by the Director General of Police, 

Punjab, Chandigarh. Recruitment would be held on the dates decided by the Board. 

3. ELIGIBILITY REQUIREMENTS :- 

 (i) EDUCATIONAL QUALIFICATIONS :- 

  (a) The minimum educational qualifications for a Constable-cum-Finger 

Print Technician would be Graduation preferably with Science subject 

upto Higher Secondary level and Punjabi as one of the elective subject 

from a recognised Board/University. 

  (b) The minimum educational qualification for Probationary A.S.I.-cum-

Finger Print Technician would be graduation preferably with Science 

subject upto Higher Secondary with Punjabi as one of the elective 

subject. The candidate with diploma in Computer Operations will be 

given preference.   

 (ii) AGE :- 

  For recruitment in  Specialised/Technical Branch of Finger Print Bureau the 

minimum age limit will be 18 years and maximum 22 years. Relaxation in 

upper age limit in the case of Scheduled Castes/Scheduled Tribes and 

Backward classes, will be as prescribed by the State Government from time to 

time shall be given. 

 (iii) PHYSICAL STANDARDS : 

  Height 5'-7" for males. 

    5'-3" for females. 

  Chest 33" × 34½" for males 

  Weight 50 Kgs. for females 

 (iv) PROCEDURE FOR RECRUITMENT : 

  The Board will fix the criteria for candidates for recruitment to the post of 

Constables in Finger Print Bureau according to the requirements. 



  While making recruitments, reservation to Scheduled Castes/Scheduled Tribes 

and Backward Classes as prescribed by the State Government from time to 

time, shall be strictly observed.  

 (v) SELECTION PROCESS : 

  (a) The qualifications of the prospective candidates would be scrutinised by 

officers appointed by the Chairman, Recruitment Board, to exclude 

those who do not fulfill the age requirement, educational qualifications 

and/or the required physical standards. After the scrutiny of the 

qualifications details of their educational and physical standards would 

be tabulated. 

  (b) The physical test would be in accordance with the following standards :- 

   FOR MALE CANDIDATES :- 

   No. Events Qualifying Standards 

   1. 100M. Run 17 Seconds 

   2. Broad Jump 3.40 Meters 

   3. Shot Put 5.00 Meters 

   4. High Jump 1 Meters 

   5. 800 M. Run 3.40 Minutes 

   FOR FEMALE CANDIDATES :- 

   No. Events Qualifying Standards 

   1. 100M. Run 18 Seconds 

   2. Broad Jump 3.15 Meters 

   3. Shot Put 4.25 Meters 

   4. High Jump 1 Meters 

   5. 200 M. Run 360 Seconds. 

  Out of above five (5) events of physical Efficiency tests, it will be 

compulsory to qualify in at least 4 events to be eligible for 

consideration. 

  Candidates will be awarded 10 marks each for clearing each of 

these 5 events (total 50 marks) qualifying marks would be 40. 

  Candidates who qualify the physical events will be put through a 

written test of graduation level in general awareness (50 marks) and 

Punjabi language (20 marks) followed by an interview of 10 marks. 

Candidates will have to secure minimum of 40% marks each in the 

written test and interview in order to qualify for selection. 

 (vi) RELAXATIONS : 



  Being technical and specialised unit the relaxation in height, chest 

and age etc. should be at par with the norms maintained in Punjab 

Police Tele-communication department. 

4. TRAINING IN FINGER PRINT BUREAU :-  

 (i) Fresh enterants in the Bureau would be made conversant with 

primary knowledge and functioning of the Bureau. They will be 

under training for a period of six months. 

 (ii) After that they will have to qualify Finger Print proficiency course. 

5. PROBATION PERIOD :- 

 (i) Fresh entrants will be kept under probation period for three years. 

During this period they will be put under screening/proficiency test 

to show their suitability. 

 (ii) On the completion of the probation period they will have to 

undergo single Digit and Photography Course. 

 (iii) If the officials do not come up to the required proficiency level for 

the Finger Print Job they are subject to punishment as per rules laid 

down in P.P.Rs. 

 (iv) Officers holding the rank of S.I. having at least six (6) years of service in 

Finger Print Bureau would be sent to appear in the All India Board for Experts 

Examination conducted by C.F.P.B./N.C.R.B., New Delhi. 

6. Seniority :- 

 The seniority of the Finger Print Bureau officials will be considered from the date 

of joining the Bureau. 

7. GENERAL :- 

 (a) No recruitment to the rank of Constable shall be made in a manner other than 

prescribed by this Standing Order except in special cases with the prior 

written approval of the Director General of Police. 

 (b) No recruitment to the rank of Assistant Sub-Inspector of Police shall be made 

until and unless all the officials below the rank of A.S.I. working at present in 

Finger Print Bureau are promoted to the rank of A.S.I.  

 

    Sd/- 

    for Director General of Police, Punjab. 

 

STANDING ORDER NO. 1/2002 

FOR PUNJAB POLICE DOG SQUAD 

 



 

1. SHORT TITLE AND COMMENCEMENT :- 

 1.1 This standing order may be called the standing order for Punjab Police  Dog 

Squads.  

 1.2 This order shall come into force on the date of its issue by the competent 

authority. 

 1.3 This standing order shall apply to all officials of Punjab Police Dog Squads 

taken from the districts Police or from other Police organizations including 

those on deputation.    

2. DEFINITIONS :- 

 2.1 ‘Dog Squad’ implies a squad consisting of one dog, a handler and an assistant 

handler. The dog could be either a Tracker, Narcotic, Explosive Sniffer or of 

any other category. 

 2.2 “Inspector, Dog Squad’ means an officer of rank of Inspector of Police who is 

a trained, Dog Trainer and is working in Breeding-cum-Training Centre. 

 2.3 ‘Sub-Inspector, Dog Squad’ means an officer of the rank of Sub-Inspector of 

Police, who is trained Dog Trainer and is working as in charge at the 

Range/Zonal/PAP/GRP level or as an Instructor in Breeding-cum-Training 

Centre. 

 2.4 ‘Assistant Sub-Inspector, Dog Squad’ means an officer of the rank of 

Assistant Sub-inspector of Police who is a trained Dog Trainer and is working 

as In-charge of the concerned Police district/unit or as an instructor in the 

Breeding-cum-Training Centre after qualifying the Dog Handlers Course. 

 2.5 ‘Dog Handler’ means a Head Constable who has passed the Dog Handlers 

Course and handles/trains and maintains a dog in a Dog Squad. 

 2.6 ‘Assistant Handler’ means a Constable who has passed the Dog Handlers 

course and is the second-in-command/assistant of an Assistant Sub-Inspector 

or Head Constable, Dog Handler. 

 2.7 ‘Kennel man’ means a class-IV employee/sweeper/cook/water-carrier 

engaged in the upkeep, feeding, cleanliness and maintenance of the Police 

Dogs and Kennels of the Dog Squads or at the Breeding-cum-

Training Centre. 

 2.8 ‘Breeding-cum-Training Centre’ means a Breeding-cum-Training Centre for 

Police Dogs maintained for breeding of pups and their training as Police 

Dogs.  

3. AIM AND OBJECTS :- 

  The aims and objects of the Punjab Police Dog Squads will be : 

 3.1 To provide support to the Police for prevention of crimes against public, 

railways and VIPs in particular. 



 3.2 To provide effective aid to police and G.R.P. in detection and investigation of 

crime. 

4. ORGANISATION, CADRE STRUCTURE AND STRENGTH :- 

 4.1 The Dog Squad, which has no central cadre of its own, will be formed into 

one cadre. Each Police district/PAP/GRP will have dog squad(s) provided the 

dog squad(s) at the breeding-cum-training centre and V.I.P. security wing 

(C.M. Security) will have additional squad(s) for breeding, demonstration and 

other works. 

 4.1 (a) Strength of the Dog Squad with each unit i.e. Police District, PAP GRP 

etc. shall be in accordance with that decided by the DGP from time-to-

time. The combined strength of dog squads of all the units under Punjab 

Police except at the Breeding-cum-Training Centre shall be as under : 

   SIs ASIs HCs Constables Drivers Kennelmen Dogs 

   8 29 145 145 8 33 145 

   The above figures include SIs/8 and Drivers/8 for the zone/range level. 

 4.1  (b) At the Breeding-cum-Training Centre, the strength will be as under: 

   D.S.P. Insprs. SIs ASIs HCs Consts. Drivers Kennel  Dogs 

          Men 

   1 3 4 6 16 26 3 18 10 

 4.2 All the Dog Squads of Punjab Police shall function under a Nodal Officer. 

The Director. MRS Punjab Police Academy shall be the ex-officio Nodal 

Officer for this purpose. All Powers and responsibilities, inter alia, for 

deployment, recruitment, promotion policy, transfers, procurement of stores 

and animals, training running of refresher courses for dogs and handlers, 

condemnation and disposal of dogs (after being declared unfit for police 

duties by a board of veterinary officers and in charge Breeding-cum-Training 

Centre, MRS Punjab Police Academy, Phillaur) shall vest in him/her. The 

Nodal Officer shall exercise administrative control over all dog squads of 

Punjab Police. 

 4.3 For operational duties, the dog squads will be under the command of the 

respective unit/district head. The units/districts will be responsible for 

providing/arranging for feeding, medicines, equipment for the dogs from 

time-to-time and transport of the dog squad from their own resources. The 

maintenance of office and kennel shall also be their responsibility. 

 4.4 A Sub-Inspector/Inspector will be in charge of these squads at the Zonal level. 

He will remain in touch with in charge, Dog Breeding-cum-Training Centre, 

MRS Punjab Police Academy, Phillaur for all purposes of training refresher 

courses and to improve the standard of the dog squads in Punjab Police. 

 4.5 The existing staff shall be regularized/merged into the Dog Squad cadre after 

calling for willingness from the existing staff of dog squads and examining 



their eligibilities under the direction of nodal officer or an officer nominated 

by him. 

 4.6 The police personnel on deputation from districts/PAP or other armed forces 

will be absorbed in the dog squads as per their rank and seniority in their 

substantive rank and they will be given full benefit of their service rendered in 

their parent organization/department. Special consideration will, however, be 

given to those personnel having superior training background for better 

supervision of dog squads in the initial stages and due weightage to expertise 

shall be given while fixing of seniority in the interest of administration. 

 4.7 Direct recruitment shall only be made in the rank of Constables and 

preference would be given to persons who have worked in army/CPMFs or in 

animal husbandry departments or to the members of armed forces/CPMFs 

having experience of working in dog squads. Dog lovers having aptitude for 

dog training shall be preferred. 

5. CONSTITUTION AND COMPOSITION OF THE RECRUITMENT 

BOARD :- 

 A Recruitment Board shall be constituted by the Director General of 

Police, Punjab as and when required. He will also nominate the members 

& chairperson of the Recruitment Board. 

 5.1 ELIGIBILITY REQUIREMENTS : 

  (a) The minimum qualification for recruitment of Constables for 

dog squads will be Matric with Punjabi as one of the elective 

subjects from a recognized Board. 

  (b) The minimum qualifications for serving kennel man will be 

middle Class. They will be adsorbed as Assistant 

Handler/Constable Dog Squad in the ratio of 25% of the total 

strength of Constables in Punjab Police Dog Squads, provided 

they have served as kennel men for at least three years 

 5.2 AGE : 

  The age requirement for his specialized branch shall be as follows 

:- 

  Category Minimum Maximum 

  i. Fresh Constable Recruits 18 years 22 years 

  ii. Serving Kennelmen – 35 years 

  iii. Ex-Service men/CPMF Personnel – 45 years 

  Relaxation in upper age limit in the case of Scheduled 

Castes/Scheduled Tribes and Backward Classes will be as 

prescribed by the State Govt. from time to time. 

 5.3 PHYSICAL STANDARD FOR FRESH RECRUITS : 

  λ  Height 5'-6"  

  λ    Chest 33" (normal) 34½" (expanded)  



 5.4 PHYSICAL STANDARD FOR SERVING KENNELMEN OF 

PUNJAB POLICE DOG SQUAD : 

  λ  Height 5'-5"  

  λ    Chest 33" (normal) 34½" (expanded)  

 5.5 PROCEDURE FOR RECRUITMENT : 

  The recruitment to the post of Constables and kennel men for dog 

squads would be as per the directions/guidelines given by the 

D.G.P. Punjab. 

 5.6 Director General of Police in cases of outstanding sportsmen, 

Technical Hands/extreme compassionate cases and such other 

persons, whose employment in Police can prove beneficial to the 

administration and is in public interest, can give other relaxations 

as may be necessary.   

6. RECRUITMENT OF CONSTABLES FROM THE SERVING 

ELIGIBLE KENNELMEN OF DOG SQUADS :- 

 6.1 25% of the vacancies of constable will be filled through promotion 

from serving kennel men in dog squads who are otherwise eligible. 

The criteria for adjudging eligibility and suitability shall be as 

follows : 

  λ  The Kennel men should have put in three years of service. 

  λ  His work and conduct is satisfactory. 

 6.2 An inter-se-seniority list of all permanent kennel men serving in 

Dog Squads of various Police Units/Districts shall be prepared and 

maintained. From this merit list, suitable candidates shall be 

considered for promotion to the rank of constables as per seniority 

by a Board constituted by the D.G.P., Punjab. In case of same date 

of appointment of two kennel men, the one having higher 

educational qualifications shall be considered senior. In case the 

educational qualifications are also the same, then the age shall be 

considered for determining seniority, where the older candidate 

shall be considered senior. Serving eligible kennel man shall be 

promoted as constables on the basis of suitability and seniority 

provided that such promotions, do not exceed 25% of vacancies 

accruing in a calender year. 

7. TRAINING AND CAREER PLANNING :- 

 7.1 Fresh entrants in dog squad from direct recruitment as Constable 

and Kennel man selected through 25% quota will undergo Recruit 

Constable's Basic Course in general duties for learning the basics of 

Police duties, Police rules and discipline etc.  



 7.2 Thereafter they will have to undergo Dog Handler's Course of three 

months durations at Breeding-cum-Training Centre, Phillaur, to 

make them conversant with dog handling and kennel management. 

 7.3 Those who opt to serve in Dog Squads will get next higher rank 

promotion as per availability of vacancy in the Dog Squads as per 

seniority-cum-merit. They will have no claim for seniority with the 

general line cadre. However, the constables of Dog Squad will be at 

liberty to appear in B-I test, undergo Lower School Course and 

other promotional courses for acquiring eligibility for next higher 

rank promotion in general line. In case such officials even after 

undergoing the lower school course and earning promotion to list 

C-I continue to serve in the dog squad and get next higher rank 

promotion against Dog Squad vacancy and later on at any stage opt 

to go in general line, their seniority will be determined on the basis 

of coming on list C-I viz-a-viz their counter-parts in general line. 

Therefore, they will have no claim to seek seniority on the basis of 

next higher rank of promotion earned against Dog Squad vacancies. 

It will be strictly monitored that all the Constables who had 

undergone Dog Handler's Course will be considered for promotion 

to the rank of Head Constable after serving for a minimum period 

of three years as Assistant Handler and the conduct and work is 

found satisfactory. This incentive of one rank promotion shall only 

be available to officers of the rank of Constables (Assistant 

Handler) to Assistant Sub-Inspector Dog Squad. 

 7.4 All posts of HC Handler, ASIs, SIs and Inspector will be filled by 

promotion from the rank of Constables. On attaining the substantive 

rank of Inspector in Dog Squad, their Seniority will be fixed 

separately and there will be a separate cadre for Dog Squad. 

8. TRAINING OF DOG SQUAD OFFICERS : 

 8.1 A well organized training faculty & facility will be provided at the 

Breeding-cum-Training Centre at MRS Punjab Police Academy, 

Phillaur by drawing the best available trained staff with Punjab 

Police and by out-sourcing of experts, if need be, for imparting 

basic training to the Handlers of tracker, narcotic and explosive 

sniffer dogs and for refresher and promotional courses. 

 8.2 Basic recruits training will be the same as for the Distt. Police 

constables under the Punjab Police Rules and advanced specialized 

training will be imparted to the officers and dog handlers in 

Breading-cum-Training Centre at MRS Punjab Police Academy, 

Phillaur, in tracker, narcotic and sniffer duties. 

 8.3 Advanced training will be arranged at BSF, Academy (Takenpur). 

National Security Guards Training Centre (Manesar), or at any 

other institution providing training in Dog Handling and Kennel 



Management for officials of units/districts and Breeding-cum-

Training Centre. 

 8.4 Officers shall also be sent on training to foreign training 

institutions to upgrade and bench-mark their training techniques, 

methodology and skills. 

 8.5 SYLLABI FOR TRAINING COURSES : 

  The syllabi for different courses fog Dogs and Handlers shall be 

prepared under the supervision of the Director, MRS Punjab Police 

Academy, Phillaur. These syllabi shall be revised every two years 

to meet the changing security needs. The power and responsibilities 

for changing the Syllabi shall vest in the Director, MRS Punjab 

Police Academy, Phillaur. The syllabus for dogs training in the 

field of track work, narcotics sniffer, explosive sniffer and for the 

refresher courses has been prepared which is at annexures A to D 

respectively. 

9. TRANSFER POLICY : 

 9.1 In the interest of continuity of command, discipline and 

accountability, all power regarding transfers and postings of 

policemen posted in dog squads in the state shall vest in the 

Director, MRS Punjab Police Academy or with any officer 

nominated by him. 

 9.2 Dog Squad officials posted on sensitive duties shall be replaced 

after 2 years of active duties. 

 9.3 Any dog squad  personnel transferred from any police unit/district 

on complaint of misconduct, indiscipline etc. shall not be again 

posted in the particular police unit/district under any circumstance 

whatsoever. 

 9.4 Dog handlers shall not be transferred in routine administrative 

transfers. It transferred, he will be transferred with the Dog. 

 9.5 In the interest of accountability and to maintain high professional 

standards in the Dog Squads, it shall be ensured that untrained 

police officials are not posted as incharge of a dog squad at any 

division/unit/district level. 

10. PERSPECTIVE PLANS : 

 The Nodal Officer shall take all measures possible to keep abreast with 

all the latest advances in the use of dogs for police purposes and shall 

endeavour to achieve expertise in the following emerging field, viz., 

training of dogs for - 

 λ  Search and rescue purposes during natural and man-made disasters. 

 λ  Guard and arrest duties for vulnerable point and important 

installations. 



  

    Sd/- 

    for Director General of Police, Punjab. 

Dated : 21.1.2002 

 

ANNEXURE-‘A’ 

SYLLABUS OF 

BASIC TRAINING FOR TRACKER DOGS AND HANDLER AT  

THE PUNJAB POLICE ACADEMY PHILLAUR (PUNJAB) 

 

 

1. Heal on leash, sit down, getup, recall on leash stay command  

 long sit on leash down on leash practice above. Three Weeks 

2. Finish on leash, healing on leash and figure & finish  

 on leash, healing off leash (short distance), finish on leash,  

 healing off short distance, long sit off leash,  

 long down off leash Two Weeks 

3. Long recalls off, longer period of healing off leash, figure  

 & off leash, finish off leash, long sits and down at longer  

 distance, practice of all above. Two Weeks 

4 Start dumbbell retrieving on leash, getting, holding, and  

 reaching for it, retrieve dumbbell from short  

 distance, long retrieve. TwoWeeks 

5. Perfecting the above work, start with scent discrimination,  

 search, catch and leave, jumping on and off leash, retrieve  

 over hurdle. Five Weeks 

6. Signal exercises, long sit and down (out of sight) send  

 and way drop and recall, Tracking, searching scent 

 discrimination and identification. Five Weeks 

7. Long tracking practice, different types of tracks (straight with 

 one turn, with more than one turn, cross tracks) watching a  

 person, guarding property, refusing food from stranger. Five Weeks 

8. Arresting a criminal, escorting the criminal, to  

 defend his master. Four Weeks 

9. Watching a person from distance, property guarding practice. Two Weeks 

10. Repeat of learned work and long track at different hours. Two Weeks 

 

  Total  32 Weeks 

ANNEXURE-‘B’ 



SYLLABUS OF 

BASIC TRAINING FOR NAROTIC SNIFFER DOGS AND HANDLER AT  

THE PUNJAB POLICE ACADEMY PHILLAUR (PUNJAB) 

 

 

1. Healing on leash, sit down, getup, recall on leash, stay   

 command, long sit, on leash, down on leash, practice above. Three Weeks 

2. Finish on leash, healing on leash and figure & finish  

 on leash, healing off leash (short distance), finish on leash,  

 healing off short distance, long sit off leash,  

 long down off leash Two Weeks 

3. Long recalls off leash, longer period of healing off leash,  

 figure & off leash, finish off leash, long sits and down at  

 longer distance, practice of all above. Two Weeks 

4. Signal exercises, long sit and down (out of sight).  Five Weeks 

5. Practice with dummy narcotic items. Four Weeks 

6. Practice with narcotic (hidden item and giving scent). Three Weeks  

7. Hiding the narcotic item and training of search work. Four Weeks 

8. To search narcotic item in house, building, closed packet,  

 box, attache cases. Three Weeks 

9. To search narcotic item from persons by identification. Three Weeks 

10. Practice of all above. Three Weeks 

 

  Total  32 Weeks 

 

ANNEXURE-‘C’ 

SYLLABUS OF 

BASIC TRAINING EXPLOSIVE SNIFFER DOGS AND HANDLERS AT  

THE PUNJAB POLICE ACADEMY PHILLAUR (PUNJAB) 

 

 

1. Heal on leash, sit, down, getup, recall on leash, stay   

 command, long wit on leash long down on leash. Three Weeks 

2. Finish on leash, healing on leash and figure & on leash,  

 healing off leash (short distance), finish on leash,  

 healing off short distance, long with off leash,  

 long down off leash Two Weeks 

3. Long recalls off leash, longer period of healing off leash,   

 figure & off leash, finish off leash, long wit and down  



 at longer distance, practice of all above. Two Weeks 

4 To acquaint the dogs with burned gun powder, scent and 

 practice of all above. Four Weeks 

5. Advance search with crackers. Two Weeks 

6. Giving Scent of un-burned gunpowder to dogs and tracks 

 the crackers in zig-zag ground Two Weeks 

7. To trace the crackers in zig-zag rounds without scent. Six Weeks 

8. Hiding the high explosive items viz HE-36 Granade, PEK, 

 TNT Slab and forming zig-zag grounds. Six Weeks 

9. To search explosive in houses, office rooms, building  

 furniture closed almirah, box, bedding and attache cases etc. Five Weeks 

10. To search the explosive items from the person by 

  identification. Six Weeks 

11. To identify the explosive among DDT, Gamaksin, Urea 

 bealching powder & telcom powder etc. Six Weeks 

 

  Total  44 Weeks 

 

ANNEXURE-‘D’ 

EIGHT WEEKS REFRESHER COURSE 

SYLLABUS FOR DOGS AND HANDLERS AT  

PUNJAB POLICE ACADEMY PHILLAUR 

FOR IN SERVICE OFFICALS 

 

 

1. λ  Healing without leash and figure of & without leash  Three Weeks 

 λ Sit down, get up, flat and bow. 

 λ Ten minutes down position handler out of site. 

 λ Retrieving dumbbell from short distance. 

 λ Long retrieves. 

 λ Refusing food. 

 λ Start with scent discrimination. 

 λ Search, catch and leave. 

 λ Retrieve over hurdle. 

 

2. λ Singnal exercise. Three Weeks 

 λ Long sits and down. 

 λ Send away and drop tracking. 

 λ Searching scent discrimination. 

 λ Identification long track. 



 λ Practice different types of tracks straight with one turn  

  With more than one turn and cross. 

 λ Guarding property. 

 λ Refusing food from strangers. 

 

3. λ Arresting a criminal. Two Weeks 

 λ Escorting the criminal to defend his master. 

 λ Practical training of patrolling. 

 λ Long tracks at different hours of the day and on  

 λ Different type of grounds. 

  

  Total  8 Weeks 

 

ANNEXURE-P-8 

To 

 All Heads of the Department, Punjab Government 

 Registrar, Punjab & Haryana High Court 

 All Divisional Commissioners 

 All Deputy Commissioners; and 

 Sub Divisional officers (Civil) Punjab  

 No. 8/30/96-3PPI/17240 

 Punjab Government 

 Department of Pension and administrative reform  

 (Personnel Policies section-1) 

 Date, Chandigrh 21 August, 1997 

 

 

SUBJECT : IMPROVEMENT IN THE RESERVATION ROSTER OF 

DIFFERENT CATEGORIES (DETAILS OF 100 POINTS) 

 

 

Sir/Madam, 

 I have been directed to draw your attention to Social Welfare Department, Punjab 

Circular Letter No. 7/1/90-RCI/11374 dated 30.12.1996 (Copy enclosed) vide which 

reservation for direct recruitment for Backward Classes has been increased from5% to 

12% and advice  from Punjab Service Commission was sought vide letter dated 

30.4.1997 whether the direct recruitment should be made according to this policy or the 

old reservation policy should be adopted. In order to get clarification on this point the 



matter was taken up with the Welfare Department. The Welfare Department has clarified 

that the increase in the reservation has been made according to the decision taken in a 

meeting of Council of Ministers held on 27.12.1996. On the basis of this decision a 

meeting of the officers concerning to reservation policy of the respective Department was 

called on 14.1.1997. On the basis of their consent the reservation policy keeping in view 

the new roster point regarding appointments was done. The details regarding new 

appointments keeping in view the new roster point is enclosed with this letter. All heads 

of department are therefore requested to make future direct appointments keeping in view 

the roster point and compliance of the instruction issued by the welfare Department be 

made in toto. 

3. Kindly acknowledge receipt of this letter.  

    Your's faithfully, 

 

    Sd/- 

    (Megh Raj) 

    Joint Secretary Personnel (M) 

Copy of this is forwarded to all Financial Commissioners and Administrative Secretaries 

to Government of Punjab, Special Secretaries, Additional Secretaries, Joint Secretaries, 

Deputy Secretaries and Under Secretaries for information.  

 

    Sd/- 

    A.N. Singla 

    (Superintendent) 

    21.8.1997 

 

To  

 All Financial Commissioners, Chief Administrative Secretary, Special Secretaries, 

Joint Secretaries Special Secretaries, Additional Secretaries, Deputy Secretaries and 

Under Secretaries and Under Secretaries for information. 

AVPN : 8/30/96-3PP-I/17241 dated Chandigarh 21 August 1997 

P N No. : 8/30/96-3PP-I/17242 dated Chandigarh 21 August 1997 

 Copy of the above is forwarded to all Superintendence Secretaries to 

Ministers/Personal Secretaries Civil Secretariat Punjab, Chandigarh, for information  

 

    Sd/- 

    A.N. Singla 

    (Superintendent) 

    21.8.1997  



P N No. : 8/30/96-3PP-I/17243 dated Chandigarh 21 August 1997 

 A copy is forwarded to Secretary, Punjab Public Service Commission, Patiala in 

reference to his letter No. P & 8 9/78/6172, dated 30.4.1997 for information and 

necessary action. 

 

    Sd/- 

    A.N. Singla 

    (Superintendent) 

    21.8.1997  

 

 A copy is forwarded to the Secretary, Social, Child and Women Welfare 

Department, Punjab in reference to his letter No. 10/26/95/5SS/1597 dated                                

5/6.6.1997 for information and necessary action   

 

    Sd/- 

    A.N. Singla 

    (Superintendent) 

    21.8.1997  

 

To 

 Secretary, Punjab Government, 

 Social Defence, Child & Women Welfare Department, 

 Punjab, (Social Defence Branch) 

P N No. : 8/30/96-3PP-I/17244 dated Chandigarh 21 August 1997 

 

True Translated Copy 

 

Advocate 

 

DETAILS OF ROSTERS 

(Reservation of different categories of vacancies out of 100 points) 

 

Roster No. Reserved Category  Roster No. Reserved Category 1.

 S.C. 

2. General 

3. General 

4. General 



5. S.C. 

6. General 

7. Ex. Serviceman 

8. B.C. 

9. S.C. 

10. General 

11. Handicapped 

12. General 

13. S.C. 

14. Ex-Serviceman 

15. General 

16. B.C. 

17. S.C. 

18. General 

19. General 

20. General 

21. S.C. (Ex. Serviceman) 

22. General 

23. Sportsman 

24. B.C. 

25. S.C. 

26. General 

27. General 

28. Ex. Serviceman 

29. S.C. 

30. General 

31. General 

32. General 

33. S.C. 

34. General 

35. B.C. (Ex. Serviceman) 

36. General 

37. S.C. 

38. General 



39. General 

40. Handicapped 

41. S.C. (Sportsman) 

42. B.C. 

43. General 

44. Ex. Serviceman 

45. S.C. 

46. General 

47. General 

48. B.C. 

49. S.C. 

50. General 

51. General 

52. General 

53. S.C. (Ex. Ser.) 

54. General 

55. General 

56. B.C. 

57. S.C. 

58. General 

59. General 

60. Ex. Serviceman 

61. S.C. 

62. General 

63. Freedom Fighter 

64. B.C. 

65. S.C. 

66. General 

67. Ex. Serviceman 

68. General 

69. S.C. 

70. General 

71. Handicapped 

72. B.C. 



73. S.C. (Ex. Ser.) 

74. General 

75. General 

76. General 

77. S.C. 

78. General 

79. General 

80. B.C. (Ex. Ser.) 

81. S.C. 

82. General 

83. General 

84. General 

85. S.C. 

86. General 

87. Ex. Serviceman 

88. B.C. 

89. S.C. 

90. General 

91. General 

92. General 

93. S.C. (Ex. Ser.) 

94. General 

95. General 

96. B.C. 

97. S.C. 

98. General 

99. General 

100. Sportsman 

Note : The brief description of above appointments category wise on the basis of roster 

point is given below :- 

1. Roster No. 1, 5, 9, 13, 17, 21, 25, 29, 33, 37, 41, 45, 49, 53, 57, 61, 65, 69,  73, 77, 

81, 85, 89, 93, 97 (Total 25) reserved for Scheduled Caste. 

2. Roster No. 8, 12, 24. 35, 42, 48, 56, 64, 72, 80, 88 and 96 (Total 12) reserved for 

Backward Classes. 



3. Roster No. 7, 14, 21, 28, 35, 44, 53, 60, 67, 73, 80, 87, 93 (Total 13) Reserved for 

Ex-Servicemen (Defence) 

4. Roster No. 11, 40 and 71 (Total 3) Reserved for disable persons. 

5. Roster No. 23, 41, 100 (Total 3) Reservation for Sportsman. 

6. Roster No. 63 Reserved for Freedom Fighters. 

7. Roster No. 2, 3, 4, 6, 10, 12, 15, 18, 19, 20, 22, 26, 27, 30, 31, 32, 34, 36, 38, 39, 

43, 46. 47, 50, 51, 52, 54, 55, 58, 59, 62, 66, 68, 70, 74, 75, 76, 78, 79, 82, 83, 84, 

86, 90, 91, 92, 94, 95, 98 and 99 (Total 50) Reserved for General Categories. 

 

True Extract 

 

 

Advocate 

 

STANDING ORDER FOR THE RECRUITMENT OF CONSTABLES 

 

 In order to bring about uniformity in enlistment and grant of relaxations in the 

prescribed qualifications the following standing instructions are issued, which shall 

govern the recruitment of constables in District Police and the Punjab Armed Police. 

1. Selection Board 

Hence forth the recruitment of Constables will be held in each 

District/GRP/PAP/Wireless by the Recruitment Board comprising of the following 

officers: 

 District Police  

 1) The Senior Supdt. of Police : Chairman 

 2) The Dy. Supdt. of Police Lines : Member 

 3) One Supdt. of Police/ : Member 

  Deputy Supdt. of Police/  

  Inspector of Police representing 

  the Scheduled Castes/Scheduled 

  Tribes to be nominated by the  

  Senior Supdt. of Police, (Chairman). 

 Govt. Railway Police 

 1) The Asstt. Inspector General/Government  : Chairman 

  Railway Police. 

 2) One Deputy Supdt. of Govt.Railway Police. : Member 

 3) One Dy. Supdt. of Police/Inspector of  :  Member 

  Police representing the Scheduled Castes/ 

  Scheduled Tribes to be nominated by  



  the AIG/GRP. 

 Wireless 

 1) The Director, Police Tele-Comunications, Punjab : Chairman 

 2) One Deputy Supdt. of Police of Wireless. : Member 

 3) One Dy. Supdt. of Police/Inspector of Police, : Member 

  representing Scheduled Castes/Scheduled Tribes 

  to be nominated by the Director, Police Tele- 

  Communications, Pb. 

 Punjab Armed Police 

  The Recruitment Board for recruitment of Constables in P.A.P. will be 

nominated by the Inspector General, Punjab Armed Police. 

  Where the Chairman or the first member happens to be a Member of 

Scheduled Caste, the second Member to be nominated by SSP need not necessarily 

be a member of the Schedule Caste. 

 The fourth member viz an Ex. serviceman in all the Recruitment Boards will 

be the Secretary of the Distt. Sainik Board of their respective Distts. 

 There will be no adhoc recruitment (in one's and two's) except in extreme 

compassionate cases. Regular recruitment will be made by the Distt. SSPs/other 

concerned units when ever sufficient number of vacancies are available. The 

constabulary would continue to remain a district cadre and no freshly appointed 

Constable will be posted in his home district. 

2. Educational Qualifications 

The minimum educational qualifications for recruitment to the Armed as well as 

Civil Police would be Matriculation/Hr. Secy. Part-I, with Punjabi as one of the 

elective subjects from a recognised Board of Education/University. There would be 

no weightage in favour of the highly educated candidates and selection would be 

made on the basis of the candidate's overall performance/personality. 

 In the case of recruitment of Scheduled Caste/Scheduled Tribes and Backward 

Classes too, there is no relaxation in educational qualifications. 

3. For Ex-Servicemen of Age Group of 35 Years & Above :- 

1. 12 minutes of Run/Walk : 1400 Meters 

2. Sit ups  : 10 (Number) 

 There would be no written test. The percentage of marks obtained in the High 

School Examination will be taken as the base for the final merit list. 

 The Selection Board would interview each candidate and award marks out of 50, 

broadly on the following criteria:- 

i) Personality 

ii) Comprehension   50 Marks 



iii) Oral expression 

iv) Temperament & Responses 

v) Social Consciousness 

4. Reservations 

 25% for Scheduled Caste/Scheduled Tribes candidates. 

 5% for Backward Classes candidates. 

 15% for Ex-servicemen and for their children. 

 2% for Children/grand children of Freedom-Fighters. 

5. Relaxations 

Normally, relaxation would not be granted for more than two, out of the four 

prescribed standards. In the case of an individual relaxation in height up to ½" and 

1" in chest measurement, may be granted by the IG/PAP, Range DIsG and 

DIG/GRP Punjab, in cases of sons of serving, deceased Police Officers. Ex-

servicemen or in cases of extreme compassionate grounds. Details of all such 

relaxations will be intimated to the Director General of Police, Punjab. Any 

departure from this can be made only with the prior written approval of the D.G.P. 

 Director General and Inspector General of Police in cases of outstanding 

sportsmen/technical hands/extreme compassionate cases and such other persons, 

whose employment in Police can prove beneficial to the administration and is in 

Police interest, can give other relaxations as may be necessary. 

6. Medical Examination 

The candidates who are found suitable will be subjected to Medical Examination, in 

accordance with Appendix 12.16, of Punjab Police Rules, by a Board of Doctors, 

presided over by a Civil Surgeon and Assisted by the Senior Medical Officer. 

7. Appointment 

The Character Verification Rolls of the recruits recommended by the Selection 

Board for enlistment shall be issued by the concerned District SSPs and orders of 

appointment issued after their character verification. 

 

Director General of Police, Punjab 

No. 6909-44/E-3  dated Chandigarh the, 25.5.88 

 A copy is forwarded to All Heads of Police Offices in Punjab for information and 

necessary action This supersedes Recruitment Standing Order No. 4/85 issued vide No. 

32111-32145/E-3 dated 2.12.1985. 

 

For Director General of Police,  Punjab 

 

INSPECTOR GENERAL’S STANDING ORDER NO. 28 

 



Chapter XVI 

 

Medical Examination of Recruits 

 

 In the interests of discipline it is directed that all recruits on their first appointment 

and O.Rs. selected for training courses sent for medical examination to the Police 

Hospital, Civil Hospital or elsewhere shall be assembled first in the Police Lines and 

marched there under the command and of a Non-Gazetted Officer, who will report arrival 

of the squad to the senior medical officer. The N.G.O. in charge will maintain order and 

discipline during the medical examination and on its conclusion will fall in all the men 

concerned and march them back to the Lines Office. All departures and returns of men 

thus sent for medical examination will be noted in the Lines Daily Diary. 

 

    Sd/- 

    (A. Kumar) 

Dated: Inspector General of Police, Punjab. 

 

 

RECRUITMENT OF CONSTABLES IN ARMED BATTALIONS OF PUNJAB 

POLICE STANDING ORDER NO. 2 OF 2006 

 

 

 The recruitment of constables in Armed Bns. of Punjab Police is made by the 

department from time to time. Therefore, it is desirable to lay down the procedure 

for direct recruitment in the rank of constables to be recruited by a 

Recruitment Board. 

 Henceforth, all future direct recruitments in the rank of constables shall 

be made by Recruitment Board to be constituted by Head Office. It would not 

be in the preview of the Board to recruit and recommend the candidates of 

PLI cases, fresh raising of India Reserve Battalions and against the quota of 

sports persons. 

I. COMPOSITION OF THE BOARD 

 The central Recruitment Board shall be headed by an officer in the rank 

of Deputy Inspector General of Police. He shall be assisted by members 

of the                   Board who shall be SP/DSP rank officers. There shall 

be a minimum of                     three such members and their maximum 

strength shall be determined by the number of regional Sub-Boards to be 

constituted keeping in view the anticipated number of applicants. At 

least one of these members shall be from the Schedules 

Castes/Scheduled tribes category. Composition of the Recruitment Board 



will be prescribed by head office before each recruitment. The Board 

shall also have in addition of Ex-servicemen to be deputed by the 

concerned                  department. 

II. POWERS AND FUNCTIONS OF THE BOARD 

 a) Depending upon the anticipated response, head office shall decide 

upon the number of Regional Sub-Boards to be constituted for 

facilitating the recruitment. Each of these Sub-Board shall be 

supervised by a member of the Central Recruitment Board as 

mentioned above. These sub-Boards shall further include officers of 

the rank of SP/ Additional S.P./Asstt. Commandant/Dy. S.P. to be 

nominated by the head office. It shall be ensured that each Sub 

Board has a representative of Scheduled Castes Scheduled Tribes 

category. The overall supervision shall vest with the chairperson of 

the Recruitment Board. 

 b) VENUE OF THE BOARD 

  The office of the Recruitment Board will function from a place to 

be                    decided by the Board. Recruitment would be held 

on the dates and at                centres to be decided by the Board. 

The physical measurement and physical efficiency test shall be 

conducted at the Regional Centres. The written examination shall 

be administered centrally at as many examination centres 

simultaneously as decided by the Board. The interviews shall be 

held at any one location to be decided by the Board. 

 c) RESERVATIONS 

  While making recruitments, reservation to scheduled castes, 

Scheduled Tribes, Backward Classes, Ex. servicemen, Sportsmen, 

Wards of police personnel and Wards of Freedom fighters, will be 

ensured as per Govt. instructions in force. 

 d) SELECTION 

  The applications would be screened by the Board to exclude those 

who do not fulfill the eligibility criteria. Admit cards with Roll 

Nos. will be issued 15 days prior to the date of physical 

measurement/physical efficiency test to the eligible candidates. 

Selection process would comprise of four phases as outlined in the 

following para. 

 e) REDRESSAL OF GRIEVANCES  

  For any grievance pertaining to physical measurements and 

physical efficiency test, the candidate may approach the officer in-



charge, Recruitment Sub-Board Armed Battalions who will take an 

on the spot decision. 

  For any grievance against the process of written examination, the 

candidate may approach the officer in-charge of the examination 

centre who shall give an on the spot decision. 

  For any grievance against the process of interview, the candidate 

may approach the chairperson of the Board who shall give an on the 

spot decision. 

III. STANDARDS/REQUIREMENTS AND OTHER CONDITIONS FOR 

CANDIDATES 

 a) ELIGIBILITY REQUIREMENTS 

  (i) Only male candidates shall be eligible to apply for enlistment 

in the Armed Battalions. 

  (ii) Educational Qualifications 

   The minimum educational qualifications for recruitment would 

be                   10+2 or its equivalent with Punjabi as one of 

the elective subjects of the level of matriculation, from a 

recognized Board of Education/University. However, in case 

of Ex-servicemen, the minimum educational qualifications will 

be Matriculations, as Ex-servicemen during their service pass 

professional courses and acquire sufficient knowledge. 

  (iii) Age 

   The minimum age limit will be 18 years and maximum will be 

22 years as on the first of the month in which the recruitment 

is proposed to be made out. Relaxations in upper age limit in 

the case of Scheduled Castes/ Scheduled Tribes and Backward 

Classes, shall be given as prescribed by the State Govt. 

   Ex-servicemen shall be given relaxation in the upper age limit 

by 3 years plus the number of years of service rendered in the 

defence forces. For Ex-servicemen who have been trained 

soldiers, only written test, interview and medical fitness test 

will be conducted for selection. Relaxation of upper age limit 

to the extent of military service plus three (3) years is 

applicable. However, break in army service and re-employment 

should not exceed 24 months. No Physical Efficiency Test 

(PET) is required for ex-servicemen. Their service should 

have been rated ‘Good’ or above in character and they should 

be medically fit. 

  (iv) Physical Standards 



   Height (min.) : 5 feet 7 inches 

   Chest measurements : 

   Unexpanded (min.) : 33 inches 

   Min. expansion : 1½ inches 

 b) SELECTION PROCESS 

  1) Phase-I Physical measurement : 

   Eligible candidates will be screened for height and chest 

measurements. Height would be measured first. Chest 

measurement would be done only for the candidates who are of 

the prescribed height and above. Only the qualifying 

candidates will be sent for the physical efficiency test (PET). 

  2) Phase-II Physical Efficiency Test (PET) : 

   The candidates qualifying the minimum physical standards will 

be allowed to participate in the physical efficiency test 

consisting of the following events : 

   a) One mile (1600 meters) race to be completed in 6 minutes 

30 seconds (only one chance). 

   b) Long jump 11 feet (3 chances) 

   c) High jump 3 feet 6 inches (3 chances) 

  NOTE : A candidate must qualify in all the above 3 events. Failure 

to qualify in any one of the above events of PET will render the 

candidate as disqualified. 

  3) Phase-III Written Test : 

   The candidates who qualify in the physical Efficiency test will 

be required to appear in a written test of 100 marks which will 

be qualifying in nature. 

   a) The written test will consist of one paper with questions 

on general knowledge, environment, science, numerical 

aptitude, test of reasoning etc. The paper can be answered 

in Punjabi, Hindi or English. 

   b) Minimum pass marks in written examination will be 40% 

for the candidates from Scheduled Castes/Scheduled 

Tribes category, 45% for those from backward classes and 

50% for all other categories. 

  4) Phase-IV Interview : 

   a) Candidates who qualify in the written examination shall 

be called for interview. 



   b) Interview would carry 25 marks. Marks would be awarded 

on the basis of the interview after assessing the candidate 

for his personal bearing, response, orientation, technical 

skills and general level of intelligence etc. 

  5) Final Merit : 

   The final merit of the candidates will be drawn category-wise 

on the basis of the total marks obtained in the written test and 

the interviews. 

  6) Medical Examination : 

   Candidates who are selected after the interview will be put 

through detailed medical examination to assess their 

suitability/fitness for appointment.  

     

 

    Director General of Police, Punjab. 

 

 

 

RECRUITMENT STANDING ORDER NO. 3 OF 2005 FOR THE 

RECRUITMENT OF CONSTABLES IN INDIA RESERVE 

BATTALION(S) OF PUNJAB POLICE  

 

 

 This Standing Order supersedes all such  previous orders in matters 

concerning Recruitment of Constables for the India Reserve Battalions. 

Recruitment for this purpose shall be carried out by a Central Recruitment 

Board. 

 1) COMPOSITION OF THE BOARD 

  The Central Recruitment Board shall be headed by a selection grade 

officer in the rank of Superintendent of Police/Commandant. He 

shall be assisted by members of the Board who shall be SP rank 

officers. There shall be a minimum of three such members and their 

maximum strength shall be determined by the number of regional 

Sub Boards to be constituted keeping in view the anticipated 

number of applicants. At  least one of these members shall be from 

the Scheduled Caste/Scheduled Tribe category. Composition of the 

Recruitment Board will be prescribed by this office before each 

recruitment. The Board shall also have in addition a representative 

of Ministry of Home Affairs, Govt. of India, a  representative of ex-



servicemen and one representative of sports persons to be 

nominated by this office. 

  Depending upon the anticipated response, this office shall decide 

upon the number or regional Sub-Boards to be constituted for 

facilitating the recruitment. Each of these Sub-Boards shall be 

supervised by a member of the Central Recruitment Board as 

mentioned above. These Sub-Boards shall further include an officer 

each of the rank of Additional S.P./Asstt. Commandant and a Dy. 

S.P. to be nominated by this office. It shall be ensured that each 

Sub-Board has a representative of Scheduled Caste/Scheduled Tribe 

category. The chairperson of the Board and the representatives of 

MHA, Ex-Servicemen and Sportsmen shall periodically visit the 

regional sub centres and the overall supervision shall vest with the 

chairperson of the recruitment Board. 

 2) VENUE OF THE BOARD 

  The office of the Recruitment Board will function from a place to 

be decided by the Board. Recruitment would be held on the dates 

and  at centres to be decided by the Board. The physical 

measurement and physical efficiency test shall be conducted at the 

regional centres. The written examination shall be administered 

centrally at as  many examination centres simultaneously as decided 

by the Board. The interviews shall be held at any one location to be 

decided by the Board. 

 3) ELIGIBILITY REQUIREMENTS 

  (i) Only male candidates shall be eligible to apply for enlistment 

in the IRB. 

  (ii) Educational Qualification  

   The minimum educational qualifications for recruitment would 

be Matriculation or its equivalent with Punjabi as one of the 

elective subjects, from a recognized Board of Education/ 

University. However, in case of Ex-servicemen, the minimum 

educational qualifications will be Middle standards, as Ex-

servicemen during their service pass professional courses and 

acquire sufficient knowledge. 

  (iii) Age 

   The minimum age limit will be 18 years and maximum will be 

22 years as on the first of the month in which the recruitment 

is proposed to be carried out. Relaxations in upper age limit in 

the case of Scheduled Castes/ Scheduled Tribes and Backward 



Classes, shall be given as prescribed by the State Govt. Ex-

servicemen shall be given relaxation in the upper age limit by 

3 years plus the number of years of service rendered in the 

defence forces. 

  (iv) Eligibility for re-employment of Ex-servicemen. 

   For Ex-servicemen who have been trained soldiers, only 

written test, interview and medical fitness test will be 

conducted for selection. Relaxation of upper age limit to the 

extent of military service plus three (3) years is applicable. 

However, break in army service and re-employment should not 

exceed 24 months. No Physical Efficiency Test (PET) is 

required for ex-servicemen. Their service should have been 

rated ‘Good’ or above in character and they should be 

medically fit. 

  (v) Physical Standards 

   Height (min.)  : 5 feet 7 inches 

   Chest measurements :  

    Unexpended (min.) : 33 inches 

    Expanded (min.) : 34½ inches 

    Min. expansion : 1½ inches 

 4) RESERVATIONS  

  While making recruitments, reservations to Scheduled Castes, 

Scheduled  Tribes, Backward Classes, Ex-servicemen, Sportsmen, 

Wards of Police personnel and wards of Freedom fighters, will be 

ensured as per Govt. instructions in force. 

 5) SELECTION PROCESS 

  The applications would be screened by the Board to exclude those 

who do not fulfill the eligibility criteria. Admit cards with Roll 

Nos. will be issued 15 days prior to the date of physical 

measurement/physical efficiency test to the eligible candidates. 

Selection process would comprise of four phases out of which the 

first three phases would be qualifying and eliminatory in nature. 

  a) Phase-I Physical measurement : 

   Eligible candidates will be screened for height and chest 

measurements. Height would be measured first. Chest 

measurement would be done only for the candidates who are of 

the prescribed height and above. Only the qualifying 

candidates will be sent for the physical efficiency test (PET). 



  b) Phase-II Physical Efficiency Test  (PET) : 

   The candidates qualifying the minimum physical standards will 

be allowed to participate in the physical efficiency test 

consisting of the following events : 

   (i) One mile (1600 meters) race to be completed in 6 minutes 

30 seconds (only one chance) 

   (ii) Long Jump 11 feet (3 chances) 

   (iii) High Jump 3 feet 6 inches (3 chances) 

   NOTE :A candidate must qualify in all the above 3 events. 

Failure to qualify in any one of the above events of PET will 

render the candidate as disqualified. 

  c) Phase-III Written Test : 

   The candidates who qualify in the Physical Efficiency Test 

will be required to appear in a written test which will be 

qualifying in nature. 

   (i) The written test will consist of one  paper with questions 

on general knowledge, environment, science, numerical 

aptitude, test of reasoning etc. The paper can be answered 

in Punjabi, Hindi or English. 

   (ii) Minimum pass marks in written examination will be 40% 

for the candidates from Scheduled Castes/Scheduled 

Tribes category, 45% for those from Backward Classes 

and  50% for all other categories. 

  d) Phase-IV Interview : 

   i) Candidates who qualify in the written examination shall 

be called for interview. 

   ii) A maximum of 25 marks will be awarded on the basis of 

the interview after assessing the candidate for his 

personal bearing, response, orientation and general level 

of intelligence etc. 

  e) Final Merit : 

   The final merit of the candidates will be drawn category-wise 

on the basis of the marks obtained in the interview. 

  f) Medical Examination : 

   Candidates who are selected after the interview will be put 

through detailed medical examination to assess their 

suitability/fitness for appointment. 



 6) REDRESSAL OF GRIEVANCES : 

  For any grievance pertaining to physical measurements and 

physical efficiency test, the candidate may approach the officer in-

charge, IRB Recruitment Sub-Board who will take an on the sport 

decision. However, an appeal may be preferred to the Appellate 

Authority who will be a DIG rank officer to be nominated by this 

office for each regional centre. Decision of the Appellate Authority 

shall be final and binding. Details about this authority will be 

prominently displayed on a Notice Board at the selection centre. 

  For any grievance against the process of written examination, the 

candidate may approach the officer in-charge of the examination 

centre who shall give an on the spot decision. Appeal shall lie with 

the Appellate Authority of the examination centre to be nominated 

by this office whose decision shall be final and binding. 

  For any grievance against the process of interview, the candidate 

may approach the chairperson of the Board who shall given an on 

the sport decision. Appeal shall lie with the  Appellate Authority to 

be nominated by this office whose decision shall be final and 

binding. 

  This has the approval of D.G.P. Punjab.  

 

    Sd/- 

    for Director General of Police, Punjab. 

 

RECRUITMENT OF CONSTABLES (GENERAL DUTY) IN PUNJAB POLICE 

STANDING ORDER NO. 2 OF 2008 

 

 

 Recruitment  in the rank of Constable in Punjab Police shall be made through a 

State Level Police Recruitment Board in a transparent manner. 

 The procedure to be followed for recruitment of Constables (male/female) in Punjab 

Police is laid down below. 

 1) CONSTITUTION OF THE STATE LEVEL POLICE RECRUITMENT BOARD 

  The State Level Police Recruitment Board for recruitment of Constables 

(male/female) in the Punjab Police hereinafter referred to as the Board shall be 

headed by an officer in the rank of Inspector General/Deputy Inspector 

General of Police. He/She shall be assisted by atleast two members of the 

Board who shall be of the rank SSP or equivalent. At least one member of the 

Board must be belonging to SC/ST category.  



 2) CONSTITUTION OF THE REGIONAL SUB-BOARDS 

  The office of DGP shall decide upon the number of regional sub-boards to be 

constituted for facilitating the recruitment.   

 3) VENUE OF THE BOARD 

  The Physical Measurement and Physical Efficiency Test (PET) shall be 

conducted at such centres as may be decided by the Board. The written 

examination shall be administered centrally at as many examination centres 

simultaneously as decided by the Board. The interview shall be held by the 

Board at any one location to be decided by the Board. 

 4) ELIGIBILITY CRITERION 

  (i) Educational Qualification 

   The minimum educational qualifications for recruitment as constable 

would be 10+2 or its equivalent, with Punjabi as one of the elective 

subjects at the level of matriculation from a recognized University. 

However, in case of Ex-servicemen, the minimum educational 

qualifications will be matriculation standards, as Ex-servicemen during 

their service pass professional courses and acquire sufficient knowledge. 

  (ii) Age 

   The minimum age limit will be 18 years and maximum will be 22 years. 

The cut of date shall be determined by the Board.  Relaxations in upper 

age limit in the case of Scheduled Castes/ Scheduled Tribes and 

Backward Classes, shall be as prescribed by the State Government.  

    For Ex-servicemen shall be given relaxation in the upper age limit 

by 3 years plus the number of years service rendered in the Defence 

Forces. However, the period between discharge from defence services 

and re-employment should not exceed 24 months (2 years). 

  (iii) Physical Standards 

   For males 

   Minimum Height  : 5 feet 7 inches 

   Chest measurements :  

   Minimum without expansion : 33 inches 

   Minimum with expansion : 34½ inches  

   For females 

   Minimum Height  : 5 feet 3 inches 

  (iv) Medical Standards 

  a) Vision : Minimum distant vision should be 6/6 for the individual eye 

without correction (i.e. without wearing of glasses). 



  b) Must pass high grade colour vision test. Must not have knock knees, flat 

foot or squint eyes. Must not have any defect or deformity likely to 

interfere with the efficient performance of the duties. 

 5) SELECTION PROCESS 

  The selection process will be conducted in four phases. 

  (i) Phase-I Physical measurement : 

   Eligible candidates will be screened for height and chest measurements 

and eligible female candidates for height measurement. In case of all 

candidates height shall be measured first. Chest measurement would be 

done only for those male candidates who are of or above the prescribed 

height. Only those candidates who meet the prescribed standards of 

Physical Measurements will be eligible for the Physical Efficiency Test 

(PET). 

  (ii) Phase-II Physical Efficiency Test  (PET) : 

   The candidates meeting the minimum physical standards will be eligible 

to participate in the Physical Efficiency Test which shall be of qualifying 

nature and shall comprise of the following events : 

   For males (except ex-servicemen) 

   (a) One mile (1600 meters) race to be completed in 6 minutes 30 

seconds (only one chance) 

   (b) Long Jump 3.80 M (3 chances) 

   (c) High Jump 1.20 M (3 chances) 

   For ex-servicemen (35 years and above) 

   (a) 1400 meters Run/Walk to be completed in 12 minutes (only one 

chance) 

   (b) 10 Sit-ups. 

   For females  

   (a) 800 M Run to be completed in 4 minutes (only one chance) 

   (b) Long Jump 3.25 M (3 chances) 

   (c) High Jump 1.05 M (3 chances) 

   NOTE :A candidate must qualify all the above events. Failure to qualify 

in any one of the above events of PET will disqualify the candidate. 

  (iii) Phase-III Written Test : 

   Only those candidates who qualify the Physical Efficiency Test will be 

eligible to appear in a written test :- 



   (a) The written test will comprise of one  paper of 100 marks with 

questions on general knowledge, numerical aptitude, test of 

reasoning etc. The paper can be answered in Punjabi, or English. 

   (b) Minimum pass marks in written examination will be 45% for the 

candidates from Scheduled Castes/Scheduled Tribes category and 

Backward Classes and  50% for all remaining. 

  (iv) Phase-IV Interview : 

   (a) Interview would carry 15 marks. The candidate would be assessed 

for his personal bearing, response, orientation, technical skills and 

general level of intelligence etc. 

   (b) The number of candidates to be called for the interview shall not 

be more than three times the number of posts advertised. 

   (c) The Board will decide cut off marks for the candidates to be called 

for the interview. 

  (v) Merit List : 

   The merit of the candidates will be drawn category-wise on the basis of 

the total marks obtained by the candidate in written test and interview. 

The Board shall finalise the list of selected candidates to be 

recommended for recruitment after following the roster as per the 

Government instructions regarding reservation of different categories 

except sports persons. 

    The Board will also prepare a waiting list of 10% candidates from 

each category (minimum one candidate of each category). 

    The Govt. instruction reg. reservations for Scheduled Castes, 

Scheduled Tribes, Backward Classes, Ex-Servicemen, Wards of 

Freedom fighters shall be strictly adhered to by the Board. 

    As per the State Govt. letter No. 1(211)94-2HI/10176 dated 

11.06.1996, 2% of the total vacancies shall be filled out of ‘Wards of 

Police Personnel’ against the quota meant for handicapped persons. 

   NOTE :A separate Board shall be constituted to select candidates for or 

recruitment against 3% posts reserved for sports persons. 

 

 6) REDRESSAL OF GRIEVANCES : 

  For any grievance pertaining to physical measurements, physical efficiency 

test and written test the candidate may approach the Chairpersons of the Sub-

Recruitment Board who will take decision on the spot. For any grievance 

against the process of interview, the candidate may approach the chairman of 

The Board who shall give decision on the spot.  



    Sd/- 

    for Director General of Police, Punjab 

Date: 5.7.2006 

 

 

From 

  The Director General of Police, Punjab  

  (Esstt-I Branch CPO) 

To   

  The Chairperson, 

  Recruitment Board for Women Constable-cum 

  DIG/Border Range, Amritsar.  

 

  Memo No. 5586       /E-I(4) 

  Dated Chandigarh, the 19-7-2009 

 

SUBJECT : AMENDMENT OF STAINDING ORDER NO. 2 OF 2008 

 

 Please refer to your office FAX/memo No. 24938/BR/Rect. Dated 18.07.09, on the 

subject noted above. 

2. Your recommendation to change standards of parameters of physical efficiency 

prescribed in Standing Order No. 2/2008 for the recruitment of female constables has 

been accepted. Now, the standards for physical efficiency test for the recruitment of 

female constables has been accepted. Now, the standards for physical efficiency test for 

the recruitment of female constables will be as follows :- 

 1. 800 mtrs. Run 4 minutes No change 

 2. Long Jump 3.00 mtrs. (9.8 feet) Instead of 3.25 mtrs. (10.66 feet) 

 3. High Jump 0.95 mtrs. (3.11 feet) Instead of 1.05 mtrs. (3.44 feet) 

3. The Standing Order No. 2/2008 is thus amended accordingly. A copy of the same 

will be sent separately. 

 

    (AIG/Pers-I)  

    for Director General of Police,  

    Punjab 

No. 5587-89      /E-I(4) dated Chandigarh, the 19-7-2009 



 A copy of the above is forwarded to the following for information and necessary 

action :- 

 1. Sh. Kaustubh Sharma, IPS 

  SSP/Fatehgarh Sahib-cum-Chairman, 

  Recruitment Sub Board, Fatehgarh Sahib. 

 2. Sh. Arunpal Singh, IPS 

  Comdt. 7th Bn. PAP-cum-Chairman, 

  Recruitment Sub Board, Jalandhar. 

 3. Sh. Pramod Ban, IPS 

  SSP/Hoshiarpur-cum-Chairman, 

  Recruitment Sub Board, Hoshiarpur. 

 

 

    (AIG/Pers-I)  

    for Director General of Police,  

    Punjab 

 

v`lo 

  vDIk fwierYk tr jnrl puils, 

  Awrmf bnz : jlMDr Cwau xI[ 

v`l 

  vDIk fwierYk tr jnrl puils, 

  rUlz, pMjwb, cMfIg VH[ 

 

nMbr : 11773/sI.bI.-pI.sI. jlMDr imqI 10-8-2009 

ivSw :- stYifMg Awrfr[ 

Xwd p``qr, 

 hvwlw Awp jI dy dPqr dy sYivg Rwm nMbr 759/pI.Awr.-4 imqI 29-7-2009 dy sbMD iv`c[ 

 KyfW dy ADwr qy mihlw ispwhI Aqy ey.AYs.AweI. (iKfwrI) Ahu`dy pr BrqI krn sbMDI 

stYifMg Awrfr bwry p`qr ivvhwr dPqr fwierYk tr jnrl puils, pMjwb, cMfIgVH nwl k Iqw jwvy[ 



KyfW dy ADwr qy  ispwhI ( iKfwrI) dI BrqI sbMDI fwierYk tr jrnl puils, pMjw b, cMfIg V v`loN 

jwrI k Iqy stYifMg Awrfr nMbr 3/2007 dI Poto k wpI nwl n`QI k rk y ByjI jWdI hY[ 

n`QI - auprok q Anuswr 

 

    vwsqy vDIk fwierYk tr jnrl puils, 

    Awrmf bnz: jlMDr CwauxI[ 

  

pMjwb puils iv`c ispwhIAW dI BrqI leI stYifMg Awrfr nMbr 3/2007 

 ieh stYifMg Awrfr pMjwb puils iv`c iKfwrIAW dI bqOr ispwhI BrqI dy audyS nwl jwrI 

k Iqw jWdw hY[ 

borf dw gTn 

  ispwhI iKfwrIAW dI BrqI hyTW drswey borf duAwrw hI k IqI jwvygI[ 

  1. ieMspYk tr jnrl puils ( cyArmYn) 

   pI. ey. pI jlMDr k Yt[ 

  2. ifptI ieMspYk tr jnrl puils 

   pRSwsn, pMjwb, cMfIg VH[ ( mYNbr) 

  3. k mWfYNt 7 btwlIAn, pIeypI , jlMDR k Yt  ( mYNbr) 

  4. fwierYk tr sports pMjwb, cMfIg VH ( mYNbr) 

  5. ie`k puils krmcwrI ijs ƒ ik sy ivSyS Kyf iv`c ( mYNbr) 

   ARjn Avwrf imilAw hovy[ 

 borf dy mYbrW iv`c zrUrq Anuswr qbdIlI vI k IqI jw sk dI hY 

borf dw sQwn 

 borf dw hYfk uAwtr pI.ey.pI. lwienz jlMDr k Yt ivKy hovyg w[ srIrk imxqI pROPwrmYs jwcn  

leI trwiel Aqy ieMtrivaU pI.ey.pI. lwienz jlMDr CwaUxI ivKy hovyg I[ 

srIrk imAwr 

lVik AW leI   k `d  5'7" 

    CwqI  33" × 34½" 

lVk IAW leI   k `d  5'3" 

    Bwr   50 ik log Rwm 

XogqwvW 



ividAk Xogqw  

 BrqI leI G `to G `t ividAk Xog qw 10+2 jW ies dy brwbr, pMjwbI lwzmI ivSy smyq ik sy 

pRvwinq is`iKAw borf/XUnIvristI qo pws hovy[ 

aumr 

 1. ijs mhIny ivc BrqI sbMDI k wrvweI k IqI jwxI hY aus mhIny dI pihlI qrIk ƒ 

aumIdvwr dI aumr 18 qoN 22 swl dy ivc hoxI cwhIdI hY[ 

 2. AnusUicq jwqIAW/A nusUicq k bIly Aqy pCVIAW SRyxIAW nwl sMbMDq ibnYk wrW ƒ aup rlI 

aumr dI h`d ivc rwj srk wr v`loN inrDwrq inXmW qihq 5 swl dI Cot hovyg I[ 

KyfW sbMDI Xogqw  

 1. aumIdvwr ny Awpxy sUby  v` lo nYSn l p`Dr/ Awl ieMfIAW ieMtr XUnIvristI p`D r qy 

pRqIinDqw k IqI hovy[ 

 2. aus aumIdvwr ƒ pihl id`qI jwvyg I ijs ny nYS nl Aqy  Awl  ieMfIAW ieMtr 

XUnIvristI p`Dr qy qmg w/qmg y pRwpq k Iqy  hox[ 

CotW 

 ik sy aumIdvwr ƒ jyk r k oeI Cot lOVIdI hoeI qW auh borf dI isPwrS qy k wrn drswaux 

auprMq sm`rQ AiDAk wrI ƒ ByjI jwvyg I Aqy smr`Q  AiDk wrI v`lo hI Co t dyx sM bMDI AMiqm PYslw  

ilAw jwvyg w[ 

rwKvWkrn 

 BrqI k rn smyN srk wr dIAW hdwieqW Anuswr irzrvySn id`qI jwvyg I 

cox krn dw qrIkw  

 1. sB qoN pihlW iKfwrI dy sbMDq Kyf dy trwiel ley j wxg y Aqy jyk r iKfwrI trwiel 

ivc Xog nhI pwieAw jWdw qW cox dI Ag lyrI k wrvweI nhIN kIqI jwvyg I[ aus qoN 

bwAd Xog pwey g ey aumIdvwrW dI ieMtrivaU leI jwvyg I[ borf dy cyArmYn v`lo ik sy 

ivSyS Kyf dw trwiel Aqy i eMtrivaU smyN aus Kyf nwl sbMDq ik sy mwihr ivAk qI dI 

shwieqw vI leI jwvygI[ 

 2. Xog aumIdvwrW dy trwiel qoN bwAd qsdIk sudw srtIiPk yt cYk k Iqy jwxg y[ 

 3. qsdIk sudw srtIiPk yt cYk k rn qoN bwAd Xog pwey g ey aumdIvwrW dI srIrk imxqI 

k IqI jwvygI[ 

 4. BrqI leI cox, iKfwrI dIAW KyfW iv`c ipClIAW  aup lbDIAW, KyfW iv`c aus  dI mOjUdw 

siQqI/pRPwrmYs Aqy borf v`loN ley g ey trwielW iv`c idKweI geI k wrg ujwrI ƒ AwDwr 

mMn k y k IqI jwvygI[ ik sy iek p`K dy AwDwr qy hI cox nhIN k IqI jwvygI[ 



vIfIE gRwPI 

 trwielW smyN aumIdvwrW dI muk Mml vIfIEg RwPI k IqI jwvyg I qW ik BrqI  muk Mml hox qoN 

bwAd ik sy pRk wr dI iSk wieq dw inptwrW shI FMg nwl k Iqw jw sk y[ 

qsdIk cwl clx 

 borf duAwrw cuxy  g ey iKfwrIAW dw cwl  clx  sbMDq i zlHw mKIAW Aqy KuPIAW  iv Bwg duAwrw 

qsdIk k rvweIAW jwvyg w[ 

fwktrI muAienw 

 borf duAwrw cuxy g ey iKfwrIAW dw ivsiqRq fwrtrI muAwienw ies mMqv leI inrDwrq k Iqy 

g ey mYfIk l borf qoN krvweIAW jwvyg w[ 

 

  

fwierYk tr jnrl puils 

pMjwb, cMfIg V[ 

 

nMbr  11704 eI - 1(4) imqI cMfIg V 11-7-2007 

 

 auprok q dw auqwrw AYfISnl fwierYk tr jnrl puils, Awrmf btwlIAnz, jlMD r CwauxI ƒ 

sUcnW Aqy lOvIdI k wrvweI leI ByijAW jWdw hY jI [ 

 

( AYn. SI. AYs. AOlK, AweI. pI. AYs) 

fwierYk tr jnrl puils 

pMjwb, cMfIg V[ 

 

 5.7.2006 

 

0062006 

 

 

 

 

 


