Government of wWest Bengal
School Education Department
Primary Branch
Bikash Bhawan, salt Lake, Kolkata - 91,

¥, 164 -SE(Pry.) /4p-3/2001. Date : 26th Feb., 2004.
From: shri R.K. Ray, I.A.S.,
Joint Secretary to the Govt. of West Rengal.

To : The Director of school Education, kest Bengal.
Bikash Bhawan, 7th floor, Salt Lake, Kolkata-91.

Sub: Procedure for recruitment of Non-p.5,C., posts of DIET
i.e. Clerk-cum-Typist , Hostel wWarden, Group~-D, Head Clerk
and Accountant in different districts in the State of
West Bengal.

The undersigned is directed to say that the matter for
recrulitment of Nen-P.S.C, posts of D,I.E.T. mentioned in the subject
was under consideration of the Government for some time past. It has
now been carefully examined and decided that henceforth the following
recruitment procedures shall be followed,

: 8 All appointments of Non-P,5.C. posts other than Head clerk

and Accountant for D,.I.E.T. shall be filled up tRrSugh direct
ecruitment,

The post of Head Clerk and Accountant shall be filled up on
promotion by the p,S.E., W.B. according to their seniority
in gradation list from amcngst the existing and willing UDC
and LDC having reguisite qualification and experience working -
under the concerned D.I./S(PE), D.I./5(SE) Headmasters, Zilla
schools and Principals of P.T.T.I.S.

In case of non-availability of a suitable qualified candidate,
the vacancy of Head Clerk andaccountant shall be filled up
through direct recruitment by the Selection Committee as per
recruitment rules. The concerned D.I./S(PE) and Principal of
DIET will take initiative for such purbose.

2. »5ﬁ§point1ng Authority - Director of school Education, wWest =~
Bengal shall be the Appointing Authority for all other pgsts
and in case of Group 'D' the concerned Principal, DIET shall
be Appointing Authority,.

3. Qualification - Ne person shall be appointed unless he or gshe -

a) is a citizen of India ;

b) has completed the age of 18 years and has not excecded the
age of 37 years (excluding the statutory provision for
reservation) on the lst January of the year in which the
requisition for sending names of candidates is made to the
Employment Exchonge concerned and;

¢) Possesses the minimum educational qualification as
mentioned hereunder :-
i) The educational gualification for the post of Head Clerk/
Accountant =

a) B.A,./B.S.C,/B.Com.

b)-8 years of experience in any organization as U.D.¢./L.D.C.~
for the post of Head Clerk and 5 years of experience in any
organisation as U.D.C,/L.D.C. for the post of Accountant.,-

¢} Ho extra marks shall be awarded for higher academic
qualification,
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iv)

The Ecucational qualification for the post of Clerk-cum-

Typist -

a) school Final/Madhyamik 2ass under the West Dengal Doard
of Secondary bBduecatien or its equivalent or

L) Erstwhile Higher Secondary Pass (0ld XTI Class) ur}d&r
the west Dengal ronrd of Secondary Education or its
ecuivalent. i

¢) Typist speed of 40 words per mimute in Bengali and
English, IOp (pesk Top publishing) tysing knowledge
desirable.

d) No extra marks shall be awarded for higher academic
gualification. ;

The Bducational qualification for the post of Hostel Warden

38) DB.A./D.Sc./Z.Com. preferably having D.Ed. Deqree

b) 3 years of experience as matron, superintendent and
warden in any organization.

) Maximum age limit : 37 years on the first cay of
Jamuary in the year of advertisement/notification.

N.B. 3 MEN ARE UNSUITABLE FOR THESE POSTS.

The Lducatioral qualification for the nost of Grour ' 3~

a) Class VIiI passed or its equivalent from any recognised
Institution with reading an4 writing ability in both
Bengali & BEnglish.

L) Extra curricular activities mentioned in the selection
procedure.

c) N extra marks shall be awarded for higher academic
qualifications.

The decision of the 3tate Goverrment -on the questicn of
equivalence shall be final,

Seleciion Committee : Standing pistrict Selection Committee
in each district constituted with the following members ;-

a) Chairmen, Listrict primary school Counail/sil iguri
Primary School Council/Kolkata primary sSchool Council
as the case may be as chairman of the gelection
Committee: . !

L) Dpist. Inspector of schools (2.E.) Convenor; «
c) Dist. Imspector of Schools (S5.E.,) Member; =

d) Karmadhyaksha, Zilla siksha Sthayee samity or one
Competent 0cfficer nomirateg by mayor, xolkata Municipal
Corporation, in case of Kolkata Cistrict, Member; -

€), Principal/Lecturer-in-charge of the concerned D,I.E.T.,
Memb er;

Any three menbers of the gelection cbmittee shall
constitute a quorum.

Calling for the nemes from the Emnloyment Exchange ; <

The pist. Insnector of Schools (P.E.) being Comvenor, shall
intimate the number of vacancies category-wise to be filled
up through direct recruitment to the concerned Emsloyment
Exchange for sponsoring names of ¢l igible candidetes who have
requisite qualifications as prescribed. The letter to be
sent to the Emloyment Exchange shall contain among other
matters
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a) The minimum reguired qualifications of candidates; =
b) The mumber of vacancies to be filled ups
o) A g e
d) The Reservation gQuota for candidates belonging to s.0./
5.T./0.B.C./P.H./EX~gerviceman maintaining the existing
reservation rules.
€. Selection procedare :-

a) after obtaining names from the Emyloyment Exchange all
candidates shall be informed in writing to produce
testimonials/certificates for computation of their marks

~+~4n the score sheet to be prepared for the purpose of such
selection.

b) Credits shall be given according to the qualification
and has to be computed in the following manner ;

i) Total_mrks - 20
Madhyamik pariksha

First pivisicn - 20
Second Division - 15
Third pivision - 12
Compartmental/pass/
Supplementary = 10

Erstwhile Higher Secondary
(0ld XI Cclass)

First pivision - 20
gecond Division - 15
Third pivision - 10
Compartmental/pass/

Supplementary - 10

}i) For Clerk-cum-Typist only.
Knowledge of Tynewriting

in Eng. through Test - 05
Knowledge of Typewriting
in Bengali threough Test - 05
iii) wWritten Test - 10
Pf

(other than Gr.'Dp' /zeon)
?i_v'} B.A./B.5¢./B.Con.(pass)

Total Marks - 10
ist pivision - 10
2nd pivisien - 8
*p* Division ~ €

V) For Hostel warden only
BD.EG/D.T./2:G.B.T.

Total Marks - 10

1st Class -~ 10

2ncl Class - 8
vi} Experience

Total Marks - 5

pre Mark for 2 (two) completed years
of anproved service in any Organization.
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vii) For Gr. '3'/2eon only.

Total Marks - 20
(vive-Coce)
a) Reading - 5
k) writing - 5
¢y General Knowledge - 5
d) Extra=curri cular
agtivities - 5

iy ocazmes & Sports (ii) cycling (iii) First-aid from

St. John's ambulance, (iv) red cross & Liteczacy : One mark
for each item not exceeding 5 (five) shall be credited on
the basis of certificate issued by Govt./semi~-Govt/covt .
sponsored Crganisation in district, sState & National Level.

c) The total marks obtained by each candidate for acadenmic
qualification, experience and co-curricular activities,
as the case may be, shall be computed anda list of names
of a1l candidates of each category shall be prepared in
descending ord r of total marks ocbtained by them.

d) The selection Committec shall intimete the date, time
and place for written test/viva voce/to 2ll candidates
sponsored by Emloyment Exchange.

€) If any candidates called for written test/viva voce does
not appear or does not comoly with the instructions
issued by the selection Committee, his candidature shall
be cancelled.

f) after the written test and viva voce, all the marks
cbtained by a candidate for acadehic, co-curricular
aectivities, written test angd viva voce shall be added
us and the nemes of candidates should be arranged in a
descending order.

g) Then the selection Committee shall at first prepare a
corbined panel of candidates under General category only
with all general, S.C.; S.T. and 0.B.C. shall be
arranged serially according to their merit as per rules.
Thereafter, the Selection Committee shall prepare a
separate panel for $.C./s.T./0BC/?.H./Ex-serviceman

as per reservation rules.

h) The Selection Committee shall prepare a pancl of
3 candidates for One vacency, 5.candidates for two
vacancies and so on.

7. &pproval of the panel :

The panel, after being prepared and duly signed by the
members of the gelection Committee, shall be sent by the
sonvenor in trinlicate to the pircctor of School Education,
West Bengal with all relevant papers for asproval. The
Director of School pducation, West Dengal shall approve
the nanel if the recruitment procedures have been followed
and communicate the approved panel to the convenor for
appointment .

8., observance of Statutory provisignfor Regervation :

In cvery case of selection and appointment, the statutory
>rovision for Reservation, Relaxation of Age limit etc. for
the sc, SF, ODBC, shysically Hendicaoped and Ex-Servicemen
candidates shall be doserved properly.

A MODEL ROSTER OF RESERVATION OF DIFFERENT 20575 IS AMNEXED.
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G. Validity of the panel

Approved panel shall remain vglid normally for_gne year
from the date of approval by the Director of School Educatich, West
Dengal provided that the Director may extend the validity of such
panel by six months only. Appointment letters shall be issued by

red

registe post by the appolnting authority to the candidates from the
approved panel serially for the notified vacancies.

The condidate sh-1ll be asked to join their post within a
specified period, failing which the appointment shall be cancelled
withcut further communication and the next eligible candidate in the
panel shall be offered appointment,

10. Interpretation :

If any difficulty arises in implementing any provision cr
intermpreting the procedures, the matter shall be referred to the
Director of School Education, West Bengal who may take final decision
with intimation to the Govt. of West Dengal in the School Education
Departnent,

sd/- R«K. Ray.
Bicl.: As stated Jeint Secretary
Govt. of West Bengal.

Memo Jic. 889/1(20)-Sc/P Dated, Kolkata, the 29th March 2004.

Copy forwarded for infomation and necessary action to :-

l. Chaiman _ Dist. Pry. Scheol Council,

- — —

> __ Dist.
2. D.I/S (P.E) S
P.O. Bist.
3, D.I/S (S«E)
P.0. Dist.

. Kammadhyaksha, Zilla Siksha Sthayee Samity,

Zilla Pgrishad, Dist.

5. Mayor, Kolkata Municipal Corporation.
5. Principal DLET.

For Directof of School'Education,
west Bengal.




