Chapter –I

Introduction

1.1
Please throw light on the background of this hand –book (Right to Information Act. 2005). 

1.2. Objective / Purpose of this hand –book.

1.3. Who are the intended users of this hand –book .

1.4. Organisation of the information in this hand –book.

1.5. Definitions (Please provide definitions of various terms used in the hand –book). 

1.6. Contact person in case some body wants to get more information on topics covered in the hand –book as well as other information also. 

1.7. Procedure and Fee structure for getting information not available in the hand –book. 

CHAPTER –II (MANUAL-1)

PARTICULARS OF ORGANIZATION, FUNCTIONS AND DUTIES

	2.1.

	Objective /Purpose of the public authority.
	Strengthening and  streamlining Education Administration

	2.2
	Mission / Vision Statement of the public authority
	Supervision / keeping Administrative  control of District Education functions in general and in particular its  employees

	2.3
	Brief history of the public authority and context of its formation. 
	Effective supervion of Elementary Education for Nuapada Education District and to de-centralise power & functions. Since inception with the Collectorate/Directorate of Elemetary Education,Orissa,BBSR as an integral part.

	2.4
	Duties of the public authority.
	Supervision , regulation, settlement of claims and regularization of services of the  employees under its jurisdictional set up

	2.5
	Main activities./functions of the public authority.
	Co-ordination with District Administration & other field functionaries in universalisation of  elementary education. Prompt and timely action for settlement of personal claims  Pensions / Family Pensions of the employees/ their family members, considered cordial response of their grievances.

	2.6
	List of services being provided by the public authority with a brief write –up on them.
	Personal claim settlement of the employees, either in service or retired on superannuation/VRS/VR/ Facilitating  procedural activities in case of rehabilitation assistance to the family member of the deceased employee. 

	2.7
	Organizational Structure Diagram at various levels namely State, directorate, region, district, block etc (Whichever is applicable).
	D.I.Of schools- S.I.of Schools/Hedmaster of U.P.Schools

	2.8
	Expectation of the public authority from the public for enhancing as  its effectiveness and efficiency.
	Cordiality at all levels. 

	2.9
	Arrangements and methods made for seeking public participation/ contribution. 
	V.E.C. has been constituted in each & every elementary schools for seeking community participation/contribution.

	2.10
	Mechanism available for monitoring the service delivery and public grievance resolution.
	Through human resources

	2.11
	Addresses of the main office and other offices at different levels. (Please categories the addresses district wise for facilitating the understanding by the user). 
	D.I.of Schools Esst.Section

	2.12
	Morning hours of the office 
	10.00 AM

	
	Closing hours of the office   
	5.00 PM


Chapter –III (Manual –2)

Powers and Duties of Officers and Employees

3.1
Please provide details of the powers and duties of officers and employees of the Organization.

	
	

	D.I.of Schools,Nuapada
	

	Powers 
	Administrative 
	 Overall in charge on the functioning of the Elementary Education under Nuapada Education District.

	
	Financial 
	 Drawal of claims of staff ..

	
	Others 
	1.Pedagogy support to the Teachers for Educational /Academic development .

	
	
	

	Duties 
	Supervision & monitoring for improvement of elementary Education of the Education District.

	Head Clerk
	
	

	Powers
	Administrative
	Supervisory activities

	Duties
	Scrutiny of all files placed to next higher authorities

	Senior Clerks/ Jr.Clerks
	Admiistrative
	Custodian of all files and records of the Branch

	
	Duties
	Scrutiny of Proposals and processing the proposal from below with the provision in files

	Statistical Asst.
	Administrative
	

	
	Duties
	Collection & Compilation of datas & submission of Educational Statistics.


CHAPTER –IV (MANUAL –3)

RULES, REGULATIONS, INSTRUCTIONS, MANUAL AND RECORDS, FOR DISCHARGING FUNCTIONS.

4.1
Please provide list of rules, regulations, instructions, manual  and records, held by public authority or under its control or used by its employees for discharging functions as per the following format. This format has to be filled for each type of document. 

	Sl. No
	Name / Title of the Document
	Type of Document
	Brief write up of the documents
	From where one can get a copy of rules, regulations, manual and records
	Address, Telephone No., FAX,  E-mail & others
	Fee charges by the Department for copy of Rules, regulations, instructions, Manual and records (any)

	1
	2
	3
	4
	5
	6
	7

	1
	Orissa Service Code
	Book
	Regulating service conditions of the employees
	From Directorate of Elementary Education,Orissa,BBSR
	District Inspector of Schools,Nuapada
	As provided under  Rules and  revised from time to time.

	2
	C.C.A. Rules
	Book
	Regulating activities of employees and imposing of penalties etc.
	From Directorate of Elementary Education,Orissa,BBSR
	District Inspector of Schools,Nuapada
	As provided under  Rules and  revised from time to time.

	3
	O.G.F.Rules
	Book
	Financial matters
	From Directorate of Elementary Education,Orissa,BBSR.
	District Inspector of Schools,Nuapada
	As provided under  Rules and  revised from time to time.

	4
	R.A.Rules,90
	Book
	Issue of distress certificates
	From Directorate of Elementary Education,Orissa,BBSR.
	District Inspector of Schools,Nuapada
	As provided under  Rules and  revised from time to time.

	5
	Orissa Pension Rules
	Book
	Settlement of Pension / Family Pension
	From Directorate of Elementary Education,Orissa,BBSR.
	District Inspector of Schools,Nuapada
	As provided under  Rules and  revised from time to time.

	6
	Budget Manual
	Book
	Preparation of Budget Estimates
	From Directorate of Elementary Education,Orissa,BBSR.
	District Inspector of Schools,Nuapada
	As provided under  Rules and  revised from time to time.

	7
	Govt.Servants’ Conduct Rules
	Book
	Modalities on the conduct of Govt. servant
	From Directorate of Elementary Education,Orissa,BBSR.
	District Inspector of Schools,Nuapada
	As provided under  Rules and  revised from time to time.

	8
	T.A. Rules
	Book
	Procedural instructions for drawal of T.A.
	From Directorate of Elementary Education,Orissa,BBSR.
	District Inspector of Schools,Nuapada
	As provided under  Rules and  revised from time to time.


CHAPTER-V (MANUAL-4)

PARTICULARS OF ANY ARRANGEMENT THAT EXISTS FOR CONSULTATION WITH, OR REPRESENTATION BY, THE MEMBERS OF THE PUBLIC IN RELATION TO THE FORMULATION OF ITS POLICY OR IMPLEMENTATION THEREOF

IMPLEMENTATION OF POLICY

5.2 
Whether there is any provision to seek consultation / Participation of public or its representatives for implementation of policies? If there is, please provide details of provisions in following format.

	S.I No.
	Subject /Topic
	Is it mandatory to ensure public participation (Yes/No)
	Arrangements for seeking public participation.

	1
	2
	3
	4

	NI L 


CHAPTER –VI (MANUAL-5)

A STATEMENT OF THE CATEGORIES OF DOCUMENTS THAT ARE 

HELD BY IT OR UNDER ITS CONTROL.

6.1. Use the format given below to give the information about the official documents.  Also mention the place where the documents are available for e.g. at secretariat level, directorate level, others (Please mention the level in place of writing others.)

	Sl. No.
	Category of the document
	Name of the document and its introduction in one line
	Procedure to obtain the documents
	Held by/under control of

	1                     
	  2
	3
	4
	5

	1
	Files / Registers
	Matters relating to elementary education of Nuapada Education District.
	Have to apply before the appropriate authorities 
	District Inspector of Schools,Nuapada

	2
	Files
	Departmental Proceedings against employees
	Have to apply before the appropriate authorities
	District Inspector of Schools,Nuapada

	3
	Files
	O.A.T. Matters
	Have to apply before the appropriate authorities
	District Inspector of Schools,Nuapada

	4
	Files/ Registers
	Sanction, Drawal and disbursement of personal claims of the establishment.
	Have to apply before the appropriate authorities
	District Inspector of Schools,Nuapada

	5
	Files / Register
	Rehabilitation Assistance Cases
	Have to apply before the appropriate authorities
	District Inspector of Schools,Nuapada

	6
	Files
	Settlement of Pension cases
	Have to apply before the appropriate authorities
	District Inspector of Schools,Nuapada

	7
	Files / Register
	Sanction of H.B. Loan to the employees
	Have to apply before the appropriate authorities
	District Inspector of Schools,Nuapada

	8
	Dossiers
	Maintenance of C.C.Rs of the employees
	Cannot be supplied
	District Inspector of Schools,Nuapada


CHAPTER- VII (MANUAL-6)

A STATEMENT OF BOARDS, COUNCIL,  COMMITTEES AND  OTHER BODIES CONSTITUTED AS ITS PART

7.1. 
Please provide information on Boards, Councils, Committees and other Bodies related to the public authority in the following format:

	Name and address of the Affiliated Body
	N I L 

	Type of Affiliated Body (Board, Council, Committees and other Bodies )
	

	Brief Introduction of the Affiliated Body (Establishment Year, Objective/Main Activities)
	

	Role of the Affiliated Body (Advisory/Managing / Executive /Others)
	

	Structure and Member composition
	

	Head of the Body
	

	Address of main office and its Branches
	

	Frequency of Meetings
	

	Can Public participate in the meeting?
	

	Are minutes of the meetings prepared?
	

	Are minutes of the meetings available to the public? If yes please provide information about the procedure to obtain them.
	


CHAPTER – VIII (MANUAL –7)

THE NAMES, DESIGNATIONS AND OTHER PARTICULARS OF THE

PUBLIC INFORMATION OFFICERS

8.1.
Please provide contact information about the Public Information Officers, Assistant Public Information Officers and Department Appellate Authority of the Public Authority in the following format.
NAME OF THE PUBLIC AUTHORITY

Asst. Public Information Officers : 

	Sl. No.
	Name
	Designation
	STD Code
	Ph. No.
	Fax/Mobile
	E-mail
	Address

	
	
	
	
	Office
	Home
	
	
	

	1
	Jayalal Beshra


	Satistical Asst.
	06678
	
	223238
	9437624008
	
	Behind of D.I.Office,Nuapada

Qarter No.11


Public Information Officers : 
	Sl. No.
	Name
	Designation
	STD Code
	Ph. No.
	Fax/Mobile
	E-mail
	Address

	
	
	
	
	Office
	Home
	
	
	

	
	Achutanand Bag


	Dy.Inspector of Schools
	
	
	
	9861175485
	
	Nilasailanagar,  Nuapada


Department Appellate Authority: 

	Sl. No.
	Name
	Designation
	STD Code
	Ph. No.
	Fax/Mobile
	E-mail
	Address

	
	
	
	
	Office
	Home
	
	
	

	
	Ashok Kumar Joshi  
	District Inspector of Schools,Nuapada  
	
	
	
	9437327658
	
	Behind of Govt.Hospital,Khariar Road
Dist.-Nuapada


CHAPTER –IX  (MANUAL –8)

PROCEDURE FOLLOWED IN DECISION MAKING PROCESS

9.1
What is the procedure followed to take a decision for various matters ? (A reference to Secretariat Manual and Rule of Business Manual, and other rules/ regulations etc can be made) 

9.2
What are the documented procedures / laid down procedures / Defined Criteria / Rules to arrive at a particular decision for important matters ? What are different levels through which a decision process moves ? : What are different levels through which a decision process moves ?  :  Adoption of  documented and laid down procedural method , defined criteria/Rules  to arrive at a particular decision for important matters  especially at District level varies on the basis of the issue and subject matter.  For instance , in  case of sanction of Pension of an employee, if he is in sub ordinate establishment, the Head of the office shall have to furnish Pension papers to the appointing authority , i.e., District Inspector of Schools  for its processing to Controller of Accounts,Orissa,BBSR for final sanction , where as, in case of a employee of District Inspector of Schools,Nuapada shall be furnished to the Inspector of Schools,Kalahandi Circle,Bh.Patna for its processing  to the A.G.Orissa for final pension in the  following rules provided under the Pension Rules. Basically , the process moves upward  through the level of the D.A. – Head Clerk – District Inspector of Schools  in almost all occasions.

9.3 9.3
What are the arrangements to communicate the decision to the public ? Through postal communication.

9.4 Who are the officers at various levels whose opinions are sought for the process of decision making ?  Collector & Director, Elementary Education,Orissa,BBSR
9.5 Who is the final authority who wets the decision ? District Inspector of Schools,Nuapada

9.6
Please provide information separately in the following format for the important matters on which the decision is taken by the public authority.

	Sl.No.
	

	Subject on which the decision is to be taken 
	

	Guidelines / Direction, if any 
	

	Process of Execution 
	

	Designation of the Officers involved in decision making 
	

	Contact information of above mentioned officers 
	

	If not satisfied by the decision, where and how to appeal 
	


CHAPTER –X (MANUAL –9)

DIRECTORY OF OFFICERS AND EMPLOYEE

10.1
Please provide information district wise in following format 

	Sl. No.
	Name
	Designation
	STD Code
	Ph. No.
	Fax/Mobile
	E-mail
	Address

	
	
	
	
	Office
	Home
	
	
	

	
	Ashok Kumar Joshi
	D.I.of Schools,Nuapada
	
	
	
	9437327658
	
	Behind of Govt.Hospital,Khariar Road Dist.-Nuapada

	
	Achutanand Bag
	Dy.Inspector of Schools,Nuapada
	
	
	
	9861175485
	
	Nilasaila Nagar,Nuapada

	
	Muralidhar Budhia
	Head Clerk
	
	
	
	9178036250
	
	D.I.ofice campus,Nuapada

	
	Jayalal Beshra
	Statistical Asst.
	
	
	
	9437624008
	
	Behind of D.I.office,Quarter No.11,Nuapada

	
	Chamaru Mahakud
	Senior Clerk
	
	
	
	9861622214
	
	L.I.C. Colony,Nuapada

	
	Paramanand Majhi
	Senior Clerk
	
	
	
	9437158879
	
	Behind of D.I.office,Quarter No.12,Nuapada

	
	Karnanidhi Sabar
	Senior Clerk
	
	
	
	
	
	

	
	Srikanta Purohit
	Jr.Clerk
	
	
	
	9437188426
	
	At/P.O./Dist.Nuapada

	
	Amarendra Kumar Rath
	Jr.Clerk
	
	
	
	9437188462
	
	Nilasailanagar,Nuapada

	
	Smt. Kumudini Sethi
	Jr. Clerk
	
	
	
	
	
	Nilasailanagar,Nuapada

	
	Mahadev Prasad Mallick
	Jr. Clerk
	
	
	
	9438524885
	
	


CHAPTER –XI (MANUAL –10)

THE MONTHLY REMUNERATION RECEIVED BY EACH OF ITS OFFICERS AND EMPLOYEES, INCLUDING THE SYSTEM OF COMPENSATION AS PROVIDED IN REGULATIONS

11.1
Please provide information in following format

	Sl. No.
	Name
	Designation
	Monthly remuneration
	Compensation Compensatory Allowance
	The Procedure to determine the remuneration as given in the regulation

	1
	Ashok Kumar Joshi
	D.I.of Schools,Nuapada
	28360


	0
	

	2
	Achyutananda Bag
	Dy.Inspector of Schools
	28092
	0
	

	3
	Muaralidhar Budhia
	Head Clerk
	19050
	0
	

	4
	Jayalal Beshra
	Statistical Asst.
	20496
	0
	

	5
	Chamaru Mahakud
	Senior Clerk
	16141
	0
	

	6
	Paramananda Majhi
	Senior Clerk
	15628
	0
	

	7
	Karnanidhi Sabar
	Senior Clerk
	13259
	0
	

	8
	Srikanta Purohit
	Jr.Clerk
	12967
	0
	

	9
	Amarendra Kumar Rath
	Jr.Clerk
	12459
	0
	

	10
	Smt.Kumudini Sethi
	Jr. Clerk
	12078
	0
	

	11
	Mahadev Prasad Mallick
	Jr. Clerk
	9296
	0
	

	12
	Ghasiram Thapa
	Peon
	7290
	0
	


CHAPTER –XII  (MANUAL –11)

THE BUDGET ALLOCATED TO EACH AGENCY

(PARTICULARS OF ALL PLANS, PROPOSED EXPENDITURES AND REPORTS ON DISBURSEMENT MADE)

12.1
Please provide information about the details of the budget for different activities under different schemes in the given format 

Year 2004 –2005 :

	Sl. No.
	Name of the scheme/Head
	Activity
	Starting date of the activity
	Planned and date of the activity
	Amount proposed
	Amount released/disbursed (No. of installments
	Actual expenditure for the last year
	Responsible officer for the quality and the complete execution of the work.

	Nil


For other Public Authorities:

	Sl.

No.
	Head
	Proposed Budget
	Sanctioned Budget
	Amount released / disbursed (No. of installments)
	Total Expenditure

	Nil


CHAPTER – XIII  (MANUAL – 12)

THE MANNER OF EXECUTION OF SUBSIDY PROGRAMMES

13.1. Please provide the information as per the following format : 

	Name of programme/Scheme
	

	Duration of the programme /scheme
	

	Objective of the programme.
	

	Physical and Financial  targets of the programme ( for the last year)
	

	Eligibility of beneficiary
	

	Pre –requisites for the benefit
	

	Procedure to avail the benefits of the programme
	

	Criteria for deciding eligibility
	

	Detail of the benefits given in the programme (also mention the amount of subsidy or other help given)
	

	Procedure for the distribution of the subsidy
	

	Where to apply or whom to contact in the office for applying
	

	Application Fee (Where applicable)
	

	Other Fees (Where applicable)
	

	Application format (Where applicable. If the application is made on plain paper please mention it along with what the applicant should mention in the application)
	

	List of attachments (certificates/documents)]
	

	Format of Attachments
	

	Where to contact in case of process related complaints
	

	Details of the available fund (At various levels like District Level, Block Level etc)
	

	List of beneficiaries in the format given below
	


	Sl. No. / Code
	Beneficiary Name
	Amount of subsidy
	Parent/

Guardians
	Criteria of selection
	Address

	
	
	
	
	
	District
	City
	Town/

Village
	House No.


CHAPTER –XIV (MANUAL –13)

PARTICULARS OF RECIPIENTS OF CONCESSIONS, PERMITS OR

AUTHORIZATION GRANTED BY IT

14.1 Please provide the information as per the following format : 

	Name of Progarmme 
	

	Type (Concession/Permits /Authorization)
	

	Objective 
	

	Targets set (For the last year)
	

	Eligibility
	

	Criteria for the eligibility 
	

	Pre-requisites 
	

	Procedure to avail the benefits 
	

	Time limit for the concession/Permits/Authorizations  
	

	Application Fee (Where applicable)
	

	Application format (Where applicable)
	

	List of attachments (certificates/documents)]
	

	Format of Attachments 
	

	List of benefits in the format given below
	


	Sl.No./ Code
	Beneficiary Name
	Validity period 
	Parent/

Guardians
	Address

	
	
	
	
	District
	City
	Town/

Village
	House No.


Also provide the following information for Concession 

· Detail of the benefits given

· Distribution of benefits 

CHAPTER –XV (MANUAL –14)

NORMS SET BY IT FOR THE DISCHARGE OF ITS FUNCTIONS

15.1
Please provide the details of the Norms/Standards set by the department for execution of various activities/programmes. Processing  the work with suggestions/views  from the Section – Proposal/ suggestive actions needed by the Officer concerned – Decisive  analysis by the  District Inspector of Schools,Nuapada
CHAPTER –XVI  (MANUAL –15)

INFORMATION AVAILABLE IN AN ELECTRONIC FORM

16.1 Please provide the details of the information related to the various schemes which are available in the electronic format.: 
CHAPTER – XVII  (MANUAL –16)

PARTICULARS OF THE FACILITIES AVAILABLE TO CITIZENS FOR

OBTAINING INFORMATION

17.1.
Means, methods or facilitation available to the public which are adopted by the department for dissemination of information.

Like 

	Office Library 
	Not Available

	Drama and Shows 
	-

	Through News paper 

Exhibition 
	-

	Notice Board 
	Yes

	Inspection of Records in the Office
	Yes

	System of issuing of copies of documents 
	Yes

	Printed Manual Available 
	-

	Website of the Public Authority
	Not Available

	Others means of advertising 
	-


CHAPTER –XVIII (MANUAL –17)

OTHER USEFUL INFORMATION

18.1 Frequently Asked Questions and their Answers by Public 

18.2
Related to seeking Information 

· Application form (a copy of filled application form for reference)

· Fee 

· How to write a precise information request. Few Tips 

· Right of the Citizen in case of denial of information and procedure to appeal
18.3 With relation to training imparted to public by public Authority.

	Name of training programme with brief description 
	

	Time period for Training Programme/Scheme

Objective of training
	

	Physical and Financial Targets (Last Year)
	

	Eligibility for training 
	

	Perquisite for training (If any)
	

	Financial and other form of help (If any)
	

	Description of help (Mention the amount of Financial help, if any)
	

	Procedure of giving help
	

	Contact information for applying 
	

	Application Fee (Wherever applicable)
	

	Other Fees (Wherever applicable) 
	

	Application Form (In case the application is made on plain paper, please mention the details which the applicant has to provide) 
	

	List of enclosures/ documents 

Format of enclosures /documents 
	

	Procedure of application
	

	Selection Procedure 
	

	Time table of training programme (In case available)
	

	Process to inform the trainee about the training schedule 
	

	Arrangement made by the Public Authority for creating public awareness about the training programmes. 
	

	List of Beneficiary of the training progrmme at various levels like district level, block level etc. 
	


18.4 With relation to Certificate, No Objection Certificate etc issued by the Public Authority not included in Manual –13 
	Name and description of the certificates and NOCs 
	

	Eligibility for applying 
	

	Contact Information for applying
	

	Application Fee (Wherever applicable)
	

	Other Fees (Wherever applicable)
	

	Application Form (In case the application is made on plain paper please mention the details which the applicant is to provide). 
	

	List of enclosures.
	

	Format of enclosures / Documents.
	

	Procedure of applications. 
	

	Process followed in the public authority after the receipt of applications. 
	


18.5 With relation to registration process 

	Objective 
	

	Eligibility for registration 
	

	Pre-requisites (If any)
	

	Contact Information for applying 
	

	Application Fee (Wherever applicable)
	

	Other Fees (Wherever applicable)
	

	Application Form (In case the application is made on plain paper, please mention the details which the applicant has to provide)
	

	List of enclosures /documents 
	

	Format of enclosures /documents 
	

	Procedure of application 
	

	Process followed in the Public after receipt of application 

Validity period of registration (If applicable)
	

	Process of renewal (If any) 
	


18.6 With relation to collection of tax by Public Authority (Municipal Corporation, Trade Tax, Entertainment Tax etc) 

	Name and description of tax 
	

	Purpose of tax collection
	

	Procedure and criteria for determination of tax rates
	

	List of major defaulters 
	


18.7
With relation to issuing new connection electricity / water supply, temporary and permanent disconnection etc. (This  will be applicable to local bodies like Municipalities/Municipal Corporation / UPCL) 

	Eligibility for connection 
	

	Pre-requisites (If any)
	

	Contact Information for applying. 
	

	Application Fee ( Wherever applicable) 
	

	Other Fees/Charges ( Wherever applicable)
	

	Application Form (In case the application is made on plain paper, please mention the details which the applicant has to provide)
	

	List of enclosure /documents 
	

	Format of enclosures /documents 
	

	Procedure of application 
	

	Process followed in the Public Authority after receipt of Application 
	

	Brief description of terms used in the bills 
	

	Contact information in case of problems  regarding Bills or service 
	

	Tarriff and Other Charges 
	


18.8
DETAILS OF ANY OTHER PUBLIC SERVICES PROVIDED BY THE PUBLIC AUTHORITY.

